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PREFACE

Purpose ot the Manual

'

The purpose of'this manual is to describe the methods and'.procedures which
Skill,hasdeveloped since the'beginningo£. the project in 1974 and to provide'a sourcebook of .ideasfof those,who might be interested in adapting this xperiencewithin tlieir own civil servicel;ystems.

The mannalcan be. usedip two.ways:
.

... ,

...-

1) As a guide to decision makers 146 wish:to explore
instituting a simtlareffort geared to their particularneeds. Project Skill serves as a m ?del for usd as m'basis for a. program wilich could be adapted to local
needs.

.,..,
.

. ... .:"..
2) As a guide for-practitioners-invkved

in similar employment
programs.

',.- % ..

.

-

f
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SEC 10 i1 I

INTROIDUICTION

. .

Historical Pe spectike*
.

Project Skill was developed in r spOnte to a concern for expanding
the employment. ogportunitie 'of ersons.withdisabilities. As
growing attention focused on thi, population as.a virtually '
untapped mdnpower resource, profetsitonak rehabilieation personnel
as well as paients.and the nditriduals themselves became more
vocal about'thedack fof tra sitiOnal training and adjustment

_opportunities for persons wth disabilities. Project.Skill was
. conceived in order to test be feasibility of one approadh to

providing employment for this population. The locussof attention
was .narrowed to persons.eit ec mildly mentally retarded or
restored., emotionally distur ed.° . ,

Funded throUgh the United S
of Research and Development
the project began on_Aptil

ates Department of Labor's Office
and bperated by the State of.Wisconsin,
5,.1974. Originally slated as a

two-year-demonstration, its specific tatget was-tovdefine and r

;fill 94'permanent entry lev f Wisconsin stat.civil service
positionsi while providing transitional training, adjustment and

,4sup3ortive 'services to each prOject participant and employer.

;. ,

Project Skirl were to answer the.
,

The initial core concerns o
following qiitstions:

. ,

1) Is competitive emplo
attainable when train
are part of an employ

Can a Civil .service s

of less severe mental
persons?

3) jLs the rehabilitation
being trained for a s

setting,-at the same
not handicapped?

Ahe pi-oject was clearly one
letters of, inquiry' grew in
lfrom states spanning border

c

ent, and economic independence-more
ng and work adjustient actiyitie$,
i's 6katem?

. ,

Item acial,t to the employment needs
yoretarded and emotionally disturbed

VC

process enhanced when the client is
ecificiavailable job in a regular work
agesti and privileges_as persons who are

,

,

oft e first of its kind in the nation;
olum over time and eventually came
to border and coasts-to coast. The 1

intensity and diversity of'utsidedinterest was-,so great that,.

one year later, the DepArtin nt of Labor 'developed a l5-minute,
...

..

,

-

, `a:

0
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fi lmogra0-which'detalied significant aspects Pxoject Ski Ws
.operation. This bet-am(:. as invkiltable'tool;,%4Along J.7ith the 'First
Year an(1, lntetim Reports) for disseminating futionalinformation

.

about 'Ad program.

."

The implementation 6f-.Prolect.Sktl l hag resulted in a variety,of
outcomes:

1) The'prolect sucesgfulplacement of over 100 petsons into
.perManent :Ate employment resulted the commitment by
the State. of Wisconsin (Departments of Healtb'gridSacial
Services and Administrationicooperratively) of sufficient.
state revdene,resources to 4Ontinde ProjectSkillas an

.4pngoing,program and expand thefoeus of effort to persons
of all AlsablXities, in addrtiOn to persons whlo are mentally
or emotionally handicapped.

2) A model dissemination effort whiCh was lormalq launched
' by a five-state conference ,which lastedtio- days in mid-

September, 1976. This conference is beingfollowed up by
on-site staff visits_ to each'interested state capjtal'tp
meet,-with appropriate agency and commonity'personnel to '

work out implementation, strategy.

/

3) A special project funded. by the WiSco nsin Governor's

Manpower Office to extend Project Skill to Tides and
counties, using Comprehensive Fpployment and Training
Act funds to subsidize participant salaries. Formal.,,
'cooperatilie Atsreements were Ieveloped with Job Service,
the Divksio of Vocational ROlabilitatipn and local Mental
Health/bevelbpmental Disabiliti4s Boards. The project ha*
functioned for 1,1/2 yetts in the,balance-of-state area
(49 counedes). The cooperative: .agreements have yielded
the nfost effective, vehicle for assuring services to trainees
over a vast gyographical area. The next yeat's efforts
involve a similar effort with regard to the state's nine
prime sponsors. . 7

0

4) A one -year Intergovernmental Personnel-Act grant-to implement
. a focused affirmative action effort Within state service

for persons who are handicapped: The end product of"this
project will be twofo.ld:' a data 'system which will allow
tracking and"gtatistieal analysis of numbers of applicants
and employes wtio are handicapped; and a training package
for'agency affirmative action officers to use for managers,
supervisors'an* other hiring auphorities to provide inecirma-
tion,on patentialitiesof handicapped workers, legal ,

re'sponsihililies and functionaq ways to app'oach reasonable"
accommodation. The final package deuetopeyi ill be such
that it can be used by oilier stapes and toca units of
government if theyCse desire.



.. -

Project Structiire

.

.Overview of Project Skill "

Project Skill staff developed jobs in state -civil service
hiring'units, obtaned commitments for trainee positions,
setup special civil service examining-iirocedures, and recruited
eligible applicants.

.

Project Skill experience shows the.va/ue of providing the
following suppprtive services:.

$

1) Orientation for supervisors in methods for training and.
supervising the target population, and in some teases,
assistance with the actual training.

..

2) 'Appropriate.orientationfor co-workeri to aid in the
adjustment of the trainee .tothework.q.ituation.

.
,

- .

3) Follow-up. with both the trainee and the supervisor in

the,eaSly.4etection and amelioratioh of problems which
may affect \successful employment.

I -

4) ProvisiOn-Of job' adjustment connseling.1

5) Refepral of trainees to other suliporti e and volunteer
,services.

Project Skill staff are housed'in Madison, scOnsin, and'provide
most supportive services to trainees in the dison ar4a. ,, In

other, areas, arrangements are made locally for provision of some
of these services.

Staff Requirements and Duties

Director:- Responsible-For 'overall ptoject management and
direction, coordingtiod ofunctiona, and liaison.with cilmmunity
and state. agenCies. V

,,Tolo',Developer:,_Responaible.for .securing civil service position
commitments from state agencies, performing task analysis of
committed positions,4ka*sting personnel officers in processing
positions (certification request, announcement, training agreement,
contract, etc.), and coleultIng on potential job restructuring:

Trainer-Counselor: Provides technical information, and liaison
and consultation ,to staff, supervisors, perlpnnel officers, etc.,
on rehabAilation and disability-related issue's. Responsible
for the provision of training and supportive services for trainees.
Develop; training agreements for all trainees. Develtps and
implements training programs 'for trainees.

-; 8
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I

Traver-Techniclian: Provides training to all as
wei As torrainee'co-workeis 4n request of a supervisor.
Responsible for training and supportive services or pafti.cular
,trainees. Develops and.impleMents training programs for trainees.

I

Intake Counselor: -ReapOnsible'for contacting teferral sources;
4k assures,that,necessary informition gathered -on all applicants;

, assures,thabapplicants are certified before competing for a. .

sosition; performs' intake interyiawt sets,up and implements -
oral examinations, and make drrangementsafor auperyisory
interview of final candidates; assures that supervisor has all
vital information, on individuals.finally.chosen for the position.

Crerical Support: Provides for public information and other'
withwith the public; maintains and-secOres filesrdssures

information flow to appropriate staff; handles processing-of -
- all correspondence and reports; keeps track of staff travel"
.'and whereabouts.

$

Administrative Organization

. . ,
The pro Act is administratively locatedwithin the Federal

, Manpower 'rograms Section of the State Bureau of Human Resource
Services;iin the State\Depdrtment of Administration. Historically,
theTederal Manpower Programs Section'has administered several',
manpower programs targeted at state civil service employment, as
well as` jobs in *county andcity unies.of government.

The State Bureau of Human Resource Services is under the'Division
of Employe Relations. The State Bureau of Pvrsonnei also comes
under this.Division. This arrangement pfoVides greater access to
the workings of the state civil Service system, and has been most
helpful to Project Skill.

. - ya
The Evolution of Subsidies for_Trainee Wages

During the first two years of operation, Project.Skill fUnds
profided the salaries of trainees fofor. a training period of up
to six months. This subsi:dyswas offered as in ncentive to
'employers, to minimize any perceived "risk" in hieing Project
Skill trainees. The salaries were at the minimum wage.
Subsiding of training "wages',' was discontinued on'April 15,
1976 ehe end 21W original grant period:

4s is the ease throughout most of the state civil service system,
trainees' were then hired into existing budgeted'positipns. They

' began as trainees for the classification for whichtheY,were,
'hired, and as such their beginning wage Was one salary range
belou,th9 starting wage for that classification. Tire' training
period lasted a maximum of six months, with a raise after three
Months,

The decision td discontinue the training subsidy out of'Project
Skill funds was due to the fact that Project Skill ttainees

f

-4 -
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, were able'to:perfoxm at a level tEat was veryltear
c)

employes, hired through traditional methods. AgencieS, therefore,
were asked to. pay for this productivity.. 'This also proVided a
test of the Project Skill model with a reduced'hudgetaryOutlay.

Experience without subSidy'has shown that agencies will hire
Project Skill trainees in regular, budgeted positions. However,
job development becomes more' difficult. Subsidlz dufIng the ;

-training,period is the ideal-sitption, te, thosd seeking to
replicate the:Project Skill mbdershould,explore sources of
funds for this purpose. Although not absolutely essential to.
the' 6peration of the project, subsidies have been found to be
helpfUl. ..

The Evolution of ProjectSkill Training
., .,/

.
.The first ProjectSkill trainees, a group of 15 Building

Maintenance Helper Trainees, began in the'SUmmer pf 1974, .

'The project plan at that time was for, Project Skillt-staf to.
he involved in actual "hands,on" training a trainees. As

tthe trainees reached a minimum level of Competence they were 0

to be. moved into ,job openings.
,

tAfter initial exPerience with the first group'of trainees, the
on-site supervisors began providing the'actual training, with
technical assistance-and support from Projett Skill staff.
This change.was made becadse Project Skill staff could not
duplicate'the job knoWledge of the actual supervisors for.the"
variety ofobs that would be filled. Also,'employerg preferred
to do t eif Own training, which.dereased the necgsgity-for
re-tra ning. Experience his shown that with assistance ffsom
Projec Skill staff, supervisors`can train handicapped persons,
to be effective'employes.

. . , I --) .
ionaiii s with Of er Agencies ,

.

y- ,'
_ . .

use Project Skill served as an- intermediary between mentally
motionally handicapped persons and the State of Wisconsin
an ertiOlfyer, it'needed the aooperatioh of many'diffetent
ncieg ind groups in order to succeed. All such sroups were

entitled dUrini the planning for the project. Their support_
s enlisted; and cooperative arrangements made. Care-was

aken'at Al stages to keep theseggroups informed-and

_ .

1

Project L11 haS waged closely with the following:!
- ,

-' .-

- Gove'rnor's Office. . .

- Div sion of Vocational'Rehabilitation----

- Dl'ision,of Mental Hygiene
u- S ate Burea of Personnel
.

.
. ,

- Si ate agent personnel offices
-

, ' -- Wisconsin Agociation for Retarded Citizens -
t$- overnor's'Committee on Employment'of Persons with"Daabilii'ies

10
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- Rehabilitation facilities
4 .

Affirmative:action-units.
Its

,-Advisory Boards
,

. 1

of

._An.important avenue for.:.epXab/ishing and ma*intaining community

44,

lyinkages is the establishment oT an advisory: board. The advisory.oard an prcvikle outside guidance for policies and procedures
and help communicate what isJ*,,ing done. The Project Skill .'
Board has provided essential idviCe and support.

g

.
.

.

The followin constituencies were, represented bn theIr6lect .

.,

,. Skill Avisory Board: ' ." 41,-
..

,._
:' :

.
*. , .

.

t

- Project Skill trainees
- State Manpower Council .5

- State Job Service
c,

/ -State Division of Mental' Hygiene
State Division of Vocational Rehabilitation'

. -r

S.

- State Bureau'of Personnel
P'--1,. State AFL -CIO'

State Bureau of Mental ReEatdation
- Jewish Vocational Service

- Governor's committe,e'on Employment of the Handicapped
Monroe Coustity Opportunities Cente

'- U.S. Civil Service Commission
- University of WiscAsiei RehahiliMtion RePea'rch Institute
- UW-StoutMaterials Developeent,Conter
--MAdisonAssociation for Retard'ed Citizens..

[.**Put(liciEy
,

:

.It is.iMportant,,e0ecially when a qew,program is initiated,
that'-the public be effectively inforled of the goals and structure
of the project: Project Skill's public,information resources

.

A 16 mm,filmograph describing the pio.ject i, used during,presen-
tations'to comthunity groups .oups :

-.Pre"sentations to comnitiqty groups, such as Associations' for'
Retarded Citizens, and pfbfesgional organizations,.suchlaa.4t,

the Wisconsin Rphabialtation.Association
Newspaper articlep,:one featuring a Project,Skill trainee, and
describing ttle'impact'ofe/t5p.l.byment on his life

7.. Radio and television talk shows And shott spot's
-Brochures highlighting the purposes of the project.e .

Jb

a

6
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Results

'
. ) .

'General .

0

Skill - lo5". Wisconsin state agendies have responded.to ?roject _
persons have been placed; 65 having been'diagnosed as mentally
retarded, and 4'0 as restored emotionally, ill.

Among the,positions'filled were Building Maintenance Helpers
(janitors); Laborers, elertza l workers (general clerical and' .

` tOists),-,.Faod Service Workers, and Laundry Workers.' 00er half
of the positions were BuiTcking .Maintenance Helpers,(61); the
next largest category was aletical workers (20). . 'r %.

....
.

Placements were madein r6.stateagencies; the majority were in
}'fie, Department of Administration (39) and the,Department of 1.

Hea.lth'and Social Services (33).
,. A ,

.*

The wage leVel of PrOject Skill jobs has
.

been.ohe of the
ge/

keys of
/ t

the project4s success, and has been a major-factor in' the
rehabilitation-or the trainees. Fgr-example, the base salary
for the two targest Project Skill job categories was $3.83 per
hour-for-Building. Maintenance Helpers, and $3.09 for clerical

, Workers.. The'aIeragehourly,wage ldr all Project Skill hires
was $3.50 per hour.

-
P 4

01'
jt,was also found that Project Skfiltrainees'stay ,on the job

. after placement. Of the 1O persons,hiEnp, 65Z were.still on ..
. 'the ..

the job after one year and. 16 months: :',7i-1, - .. .

k

it' :"
: . ' :. .

a --,,.,. . 6r
.,.

. , , 'Iwo other: findings regarding retention bp e job Ara-significanE:
.. 4. " 0

.
. , .,;0,

-
,

. 0
it 1

1) Only ;five persons have:left thelr-jobv after completing. ,..

1 7 the training period', of up to,aix month 'his: the
..- 4,

,..

: importanteo supportive services duetng,the,firsi,fdw
. months of employmen. /Also, any losses'In_trainkng time

.-.

not.
% ....

. and salaries agtnt?'On'tkainees.who were going roe Be . v.
. -

.
, -.Jr': .*.. 1\,.e *.retaineil were to'S:minfmum

,

..
,

, - s

' 2) There was little difference.iri'de etention ,rates of the
- . two' target groups served. )ApProximitelj 67% or the hires

w1p were emotiohally disturbed-Were retained, as'were 63%,
of t Ce restored emotionally.ill, 1

4

Cost-,Bene
. -.:

4 e
i

What-were. ihe costs of Pro\eqt Skill? When dollars and cents
figures wer4.affplied to th benefits to, the 'public of the program,
and compated with the cost of operatlon, .it was. abwn:thet $.63'
of every dollar expended wa returned., This analysis included

$

-

I

44
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figures from.tIle first two years of the' project's operation,.
Costs, included the entire budgetary outlay for that period: _

Benefits:included,payments trainees had 'received during the
year prior to, being hired through Project Skill, from such
'source's as Aid to Families with Dependnt -General
Relief, Division of Vocational Rehabilitation, and Social
Security: State and federal taxes paid by the trainees for
:the first year of employment were also included,.

:Comments from' Supervisors
. t

,
.

.

'..

'Another indication of Projebt Skill's tUccess is seen in the
comments of supervisors who have hired Froject.Skill trainees:

4
'

,

"The attendance has been 1.7eryt, very gaud. It is. probably
better than:normal attendance, and they certainly'have shown
a great deal! of interest and are retty 'gung-ho.' Theyve
gotten along very, very well .(with other employes). There
is no distinction between thetWo different types. I think
the program is a success. I'm amazed that it would start
out this well. I assumed when we started this program that
,it would be a paying proposition. I didn't realize that it
would be so soon." "N

-*Chief of the Miterigl Handling.Department
Federal Surplus Property Program
Statg Dep-artMent of- Administration
(The Federal SurpLus Property Program has .eight Laborers
and gne Stock Clerk hired through Project Skill.)

"Productivity in our operation is a very exacting measure.
Each position has very definite scheduled duties, 'they have
very definite -time limits to adhere to. All the people in
any program go into a vacant permanent pohitipn. They have
to perform -the-duqes.,.fulfill the scheduled requirements and
their ratings are based.Qp their performance. Their (Project
Skill trainees) performanEs have in some cases exceededthe
regular employes; then in other cases &hey have been somewhat
lower, but in-all chses without any except.ton they have been
acCelltable."

- Deputy Chief ofProperty anagement
Department of Administration

(The Property Management office has hired 15; Building
MaIntenance-Helpers through Project Skill.)

'When compared to regular workes she (Project Skill trainee)
is an average worker. I would consider her an excellent trainee.
Her attendance and punctuality. are rights on theballevery time." .

Supervisor
State:Microfilm Lab
fThellicrofilm lab has hired a graphic reproduction aide
through Project Skill.)I

0

,
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"The overall performance has been quite outstanding for the
majority of the Project Skill trainees. I think we have had
good success with the program." '

7 Custodial Supervisor k-

Wilson Street State Office Wilding

"We hired a Project Skill. trainee as a full time Xerox operator,
not with trepidation or prejudice but with some mental reserva-
tion, the reason being the pressures to which the Xerox operator
is subjected.

As supervisorsupervisor of an employe from Project Skill, I can strongly
recommend the program and, if thd occasion arose, I would not'
hesitate to hire additional individuals at'any level."

Administrativ,e Assistant
Public Service Commission

,

':Frankly, I don't think we were lucky. .r feel that the'process
' used.was effective fp producihg a dedicated performer. I'm
not going ro mak4 a teries of grandiose statements about.this
clerk. Instead I wi1i liMit my remarks to a few factual phrases:
learns and retains., follows instructions wells cIppletes all
assigned duties in-good time-frames, establishes priorities,
uses all free time in self development programs, attendance and
punctbality is above, reproach, adheres to all rules and regu-
lations religiously.

All I can say now is thank] for a good'Clerk 1 trainee."
- sAssistant Project Director -

- WIN Program

- "I have recently hired the firth Project Skill employe within
the last 10 months. Three of them have successfully completed
their training in the receiving and issuance section and have
been placed in permanent budgeted positions. Without exception,
all five have shown average to excellent results ln quality and
quantity.1T work accomplished, in attitude, cooperation,
attendance and gunctuality-. The acceptance of these employes
'by their co-workers isexcellent. This project has been a
huge success. I certainly hope it will continue."

Chief, Receiving and Issuance Sectiop
Department of Transportation .

9 -



SECTION II.

JOB OFVELOPMENi

Job development, a key to the Success of Project Skill, was
the process by which permanent state civil service job openings
were obtained. It involved persuading civil service hiring
authorities to utilize the project as a source for filling
some appropriate vacancies. 'Job development was the major
responsibility' of the Project Skill job developer. 1

Gaining Support

Aided by an executive older from the Governor of Glisconsin ,

which mandated affirmative action forthe handicapped, Project
Skill began soliciting job commitments from top agency admin
istrators. The success o1 the first trainees provided some
concrete examples fl or use in further promoting the project.

-1r
After gaining top fevel, support, the project focused on gaining
support 'from all levers of personne.1 i.:1rolved in,hiring decisions,

particularly agenc5, personnel officers. Their suldport was gaineri
through periodic contact by the job developer, either by telephone
orin person. These contacts helped personnel officers to think
about current job openings that would be appropriAe to commit
to Project Skill.

-

Agency affirmative action officers were also useful contact4.
Once convinced of the project's viability, they became important
allies inversuading their agencfes to commit positions to the
project. Many affirmative action officers screen all o,f their
agencies' job openings to insure that affirmative ationrecruit
merit policies are being followed. In this screening process
they` often contacted the job developer with leads-for possible
position commitments.

It soon became clear that the probability of a successful
placement was enhanced greatly f the supervisor of a position
committed to Project Skill was convinced about the value of
the project. Job development contacts were also made with
state agehcy supervisors, usually at the suggestion of the `

agency personnel officer. If supervisors could be sold on the
iprogram. they wouldoften request that Project Skill be used,
when they were ready.to fill ottt vacancies.

10 -' 15
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Tools, Techniques, and Selling Points
.

Information on Job Openings

The project's- ,close organizational relationship to the State
Bureau of Personnel proved useful in obtaining opportunities
for developing jobs. Listings of job classifications wittail
each agency were obtained as well as informilion on the number
of annual vacancies within teach classification. This enabled
emphasis and priority on units that were likely to have open
positions which coul4d be filled. Coupled with a monthly
listing of lob openings from the Burtau of Personnel,this
allowed staff*to make. timely contacts with. personnel officers_.
and superv4sors whu had appropriate jobopenings.

Promotional Tools

In making contacts With potential employers, various promotional
tools were utilized. They included a brochure (Appendi* A)
which explained the project and its benefits (updated periodically
CO emphasize results), a film about the project which could

-N"be used for group promotional effort), and-a. sales presentation
which included piCtures of Project Skill trainees on the job.

Selling Points
yp

A
,In the early dtages of the project, the findings of previous

. research on employment success, and characteristics of our target
pdpulafion were used. For example, the projeFt emphasized to
potential employers that:

41P;
Some studie's have shown that persons who are mentally

,

retarded possess high degrees of clerical aptitude,
mechanical aptitude, dexterity and other types of skills.;'

2) In occupationsrdtdinarilY showing a high degree, of turnover,
qtalified workers who.are menttlly'retarded tend to excel;

i
3) Their attendance record usually is better than average,

e
-00 #nd that accident and loss rates are lower.

Data on the results of Project Skill became an effective selling
.

point. Information On numbers and types of placements in each
.

agency,Nretention. rates (which for some job categories were higher,
4 than for non-Project Skill hires), testimonials fromsuperyisors
of project trainees, and cost-ben ratios showing that the)

program was cost-efficient in reducing expenditures of public
money ly extremely useful.

Pointing out the services provideeby Project qt1,11 also served
t9 persuade hiring authorities, to use the project as a hiring

O
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resourc4, It wa'S emphasized that through intensive recruiting,
candidates who were capableof doing the job would be found.
Agencies were informed that Skill staff could help them move
the required paperwory through the civil service system, as'Well,
as assist in preparing and consiticting the civil service examina-
tion. It was also stressed thgt!staff were available at the
final,interviews for consultation and advice, and that follow-

including counseling'and referral to supportive services,
would be provided for the part' ...;lar applicant hired. The fact
that co-worker and *supervisory training was provided by Skill
staff eras also reassuring to the prospective' employer. Many'of
the app ehensions.k hiring authorities were overcome when they
le.rned frog the job dev.ekopment efforts that the ,seryices of
a sleaff which was experienced_in working with the tarEet popula-
tion were available.

.
Another selling ooint became a greater factor in developing
J.)hs Fr-,ect.; vas a executive order issued by the
C.::yernor of Wisconsin ...nici'mandated affirmative action for the
'.aridicapued. Executi:e _risr #86, uated October,7, 1974, -has.

bees an vide.] incentie for agencies to use Project Skill.
This order (A,spend(x 3) called for all state agencies to '-
implement affirmative action programs_ior persons with disabilities.
Executive Order #86 was strengthened by Executive Order 49
(March.26, 1976) which-further defined agencies' roles in this
regard (Appendix C)... The content of this mandate was carefully
reviewed wish agencies. Recent federal regulations which define
the affirmative action requirement's of the Vocational Rehabil-
itatidn Act of 1973 brought renewed interest by. state agencies
in hiring the handicapped. ;

.

Project'Skill made.a.point c5 Informing agencies that it could
be an imporeanc-rgailrce in their, affirmative action efforts for
persons. who are handicapped.

Cementing-the Commitment

Once an agency agreed to commit a position to Project Skill?.
definite follow-up procedures were followed to insure-that the
_position would, be filled in an efficient and timely manner, that
civil service.procedures were followed and that referral-

.

source's would have.adequate information to base referrals on.
1

These procedures were:

Letter of Intent When an agreement to commit a p&attion to
Prvjecx Skill was reachedAretween.an agency and the jo
developer, the hiring authority was asked xo send a memo
to the,project confirming the intention to hire through -

Project Sk ill. This procedure was instituted to alleviate
any possible. misunderstanding. thit might occur.

%I*
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I

Job Analysis - For each po5ition committed to Project Skill,
an individualized, an-site job analysil was done'by'the job
developer. The supervisor of the position was interv.Iewed
and the job broken dawn into specific tasks and duties.
The work environkent was observed' in order to provide so
indication of the psychological climate of the job. For ,

example, answers to title following questions were sought:'
What would be the degree of interaction with co-workers,or
the zublic, What would be the nature of the supervision?
What were/the attitudes of the supervisor? The informatfon
gained film the job analysis Was used to assist referral
sources and the Project Skill intake specialist in making
decisions ag to whether or not an individual wouldibe an
appropriate referral for the position.

In the case of positions for which the availability pf
qualified applicants was uncertain, a preliminary check
was 'made with eferralsources. If qualified-applicants,
were not available; the agency was informed that the vacancy
could not be filled by Project Skill at-that time. This
rarely ha'ppened, however: On one occasion, after a job'
analysis was done,.it was decided that the position involved
too much pressure, and would not be appropriate for Project
Skill. This was then explained to the a ency and was seen
by them as evidence pf the Project's careful ,screening
proctdures.

-_/

Job Description Using information,gained through the job
analysis, a d4talled job description was prepared. The
job description included'information (such as the psycho-
logical environment of the job) which went beyond what was
ordinarily in a civil service job announcement, and was used
as a tool by referral sources when doing,initial 'screening
of potential applicants.

Job Announcement - The formal civil service job announcement
vaaprepared by the Project Skill job_developer.. The project
prepared the arfhouncaMent to insure that, the specialized
wording necessary for.:ftoject Skill was included. The
additions to the usual anapuncement format are as follows:

1) The job title needed to include the.designation "Trainee,"
"Exceptional Employment," and "Project Skill." The
"ExceptionAl Employment" designation refers to the fact
that appliCations would only be accepted from persons
inthe Project Skill target group.

2) The following special requirement was also included as
ra part-of the announcement:

SPECIAL REQUIREMENT: Pursuant to is.'Adm. Code
Chapter Pers. 27 and in accords with..the State of
Wisconsin Affirmative Action Policy to as4ist

410

18
1,
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occupationally handicapped groups,, appointment
consideration will be given only to applicants
diagnosed (4, certified) as mentally -retarded_
(mildly borderline retarded), of-as emotionally

ed.

// ..
Pro ect Sk' Agreement - For each .position committed to

11, an agreement was worsted out betWeen the project '

employing agency. This agreement defined the terms
job cbmmitMent and spelled:out the responsibilities

oth' parties for the +duration of the training period, H'

and the subsquent probationary period.
/ =-

. The agreement (Example.::, Appenctix
.

D) iin.pludtd the following
elements: 2 . . . :--1[.. '4,/

.g,

.7

...

- The scope of the agreement ;- a short 41t*cement on tilt,
purpoite of t he /agreement .- c k -,

.

1...gOeral statement 'on the purpose of Project Skill..
A definition' of the training period. s":.

The: trainee 't. salary, .and expected salary progression,
- The Procedures for recruitment. and sekectioq . of trainees,
- ,A statemt about how trainees would be certified. at
, eligible for ,Erb jest Skill. .

. .. 3111 -.

A listing' of the Project Slcila: reporting reqtttrefilents:
.

.-. 'The basic requfrements werethat the a ,gency 44uld'provide_
the. project with copies' of all pertonnel transactions

e' involving-the trainee, such as the let tef s Sept to the ''
trainee notifying him /her of starting emPlopyaliqt , reAching
probationary status; reaching Termanent civ. 'service
status, and termination, if necessary..

-, The specific information on the_positilin, or ?i'tions
,

commit ted; such 'as job title, -number of '3/o4tiotfs,

-starting wage, and hours ot work. %
;P 1 .!L .

, _-,,
,-

.=-

The signatUree of the Proje& Skill' directoF.andIan.
.,-

agency representative; usually the perstnnel 'outier-.

Project S
and th
of t

of

. ..,
Job Regt ructuring and Accommodation - Job restructuring - or,

I rearranging the job antiet of two or more posttionstb make
a' pdsition tha woUld_inckude ot3.ly duties that:eoliWbe
performed by the target .Population - Was 'not 'acme bY0r6ject
SkIll. The "Positions committed were _stich that, witlAkoper,

;'.eefilitment , they{ could be , filled without' alterni baiic job i.
desoriptions. proved to be varuable-AeciutheAoli!'..7
restructuring was seen, by Supervisors as a cOmrillcatend d

diSrupt Eng: proeddiire-

;..

-r+

C



.8

r!

RECRUIT

The purpose of recruitment
with trainees who could,
megt..the minimum requirem
'selected.

The' etementt; of this proc

1) Recruftment
2) 'Pre-screening
3) .Civil service exa n
4) Final selection

- - Dy

te,
01 :,
1 ,

Th

r.
ENT A D INTAKE

and'intake
ith proper
is of the

were:

t ion'

VI

res to provide employers
filing and support,
tor which,'they were'

1
Recruitrrient

1 ,1 . ,,-.
iletrultnientin Project Sk4,11 was limited to persons, diagnosed ''
by a developmental` dibabilities or mental health professional
es either Mild' y.mentally retarded.'or: restored. emotional-I.:y-4:1.:

1

Limited :recruitment of, this -tYpe Wa/low4d.under the Wisconsip,
civil service sySted, and is jauthorized by the 'Wisconsin,:\ -
Administrative Code, Rules of the Director of the Bur-eln d.
Personnel.- The specitiC; rUle is- included as Appendiii 111:

p * ,
eal)

,
,

o P
,)In 'order -to Reach h the target,,p 14atiOnTs referral rces mu* ,J

be- developed. "All agencies and- ersons who 'work -wit the ,mildly. . .....,..,-.mentally retarded and/or restored emotioharly 4.11 were4,-
- contacted aS.:pOtential,'-referral sOIces for PrOiedeS411:'

.,) DiVision- of Vocational Rehabilitation (most -referrals
.came from 'this source) . . 1

2) Rehabil iia tion fac ilit ies (i. e. , Goodwil1 Industries ,-,
Opportunities Centers; etc,A)

-.3) *Assoetation 'for Retarded Cittze/is

4) ~Mental health centers

.4.

5) Special AucatiOn- counselors and tea hers inCligh schools
and' vocational. schools - -94 ,.. ., -,

, .. -' 14. qf

. .
a :'0!"...

6) 4,LateJob Service- (emp,loYment.:;;gtrvice)`Off Ir.:es, including!
a - ta,.Work ,InCenti ,. ,:z.-..-._$,; , ,

I rs,

I

44

p

'p

:7). Other special pro ams which serails 'the tar;21)grouiSS%
4

15 - ,2.0
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.. .s fin.; and that assurances ,cannot be '.giyen as to ,how long .the
.,

'.

-
.

.
4 wait might be before applicants arenbtified of an openi,ng. . '''''

. -'

. (. Even:1401th, a 'pool of applicants, it was 'essential to ,continue .::

. send int- announcement' Co'f each opening do referral-- sources, '

. . .
and not rely -solely on dit files.. The announcements prompted ' ,.

. . , the referral sources, to refer. persons that they had not . referred`
..earliel-, ,either beCause 4dditional &Jerks had; recently come

. to them, or they hadc not Preyiouslf kmsidered Project Skill.. .,, .
ger :

c:

4

, ...., . ,
.

, ,,,,,Referrals to'T'roject Ski13. occ. 2. ed in ,two, ways':

4:- 4 mation 0,bdut ref erraY's l needed.

. Tor exacipl'e', m!_sunaev.standings can occur regarding the eharap---
'feris6ics of an appropriate refer'ral, or what background infor-

4

- with reewal sources was necessary to' prevent misunderstand-ings.
, .

When the project began, meetings were hild with

.

'referral, criteria and Procedurqs. Ongoing contact and. dialogue, A '4

sources to explain tN. project and answer questions about .

....... : .

.,

. 9

a t . ',

.
41

*

.

:

b.

'

.

ste';
e Vak ,:'.

,

1) Ilefirralsw.e ceo.!, to Pro Jett Skill.whenever the- 'referral
source hiK a. person who inight.ttualify for an openint which4.

. t Project 'Skill might 'develop in the future. This provided ,

-: a pool a applicants from 1:414.6117. Project Ski.11 could draw,. 4! '

,
.O f 3 ,_; .34. ,2) Other re'ferr'als were solicited by Project Skill in response, :., -12,to a specific .job announcement. When Troject ,Skill, ':..' ..

. -..

.....received a' spec i f ic ', posit Ion commitment, a job, npoup*itent , 1

Was Sent' to' all referrad sources'. They 04.111Wprovided 1,

.-
.

-1

.

45 %

Profect Skill- with referrals 'of perso_ng who would -bebe , ,

4appropriate for the posit-Ion prior to the dea`dline ,date Y .
\s,0 f the job announcement. .

... /
4

lice
,

.
- r.4 .

referralsBath kinds of were Oportant .! Having a pool 'of
,

. ,.. ...:%
1 .

% ' '
. apf4icant's al lowed the pioject. to respond with assurance whet

Firoapctlye employers questioned whether or not qualifted
` apglicants were available fora particular job clasS,ification.

...1

It is important ,'' however , that applicants' expectations are not
raised tgo high. They need to uRderstand that there art no ,

guarantees that' a job Will he developed that they could qualify .

.0

40,

*?, Pre-Screening

X

lee-Screening:- for Project Skill consisted of :Iwo elements: r, i) collecting Aufo'rmation about the opliticane that woqii be
us4T41-341 *eirhuating 'his/her suitability for partiCular Pro^jept
Skill job openings,' and 'In wilrking:wiih the individual after

* he/she hirdel; , 2) ,conducing a prel4creening--1Atetview.,...,
.

.
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V , .4.
, ..

9. :ConeCiting. Informat1.4ii A o2; .i 4 I
s ,

. 9'
thethe appliCant iecorp'leting Vie

..--,

, followirig:' ,.....
:.. . ..

' 3, .A State of WisConsin Application. fim 'Employment It

.
...

. .

was especially important that this. Edrm.was`tione neatly
'7 ' 6. t1 and complete y, ', became the ilittall contac4c,docunvint

...

,

fpr prospecti mployers: : .4,y..-... .. ..-!.
..

,.

' 2) A Project. Skill Application Fern% (Append*,7). This -form, ,

.. ; providedlthe ,prejeet with needeci:informSWon not, ilrfuaecl. . -

on thi Staie Application. '' .

. 2. ' 1 ti..",,, 6 .
.

, 6° ° . '
S

(,.,.1.) A Release'of .lifformatiOn Form' (Appendix V. ''Thks enabled.
tee projea4k tn obtain further -needed information not ;:

. .
.-.

available through the referral source. . ...
1 '

',-,
... eb

....

. . -Thg referral sburce,/also, provided Project Skill witia.via certi.i.- . . ,..fication of, disability (Appeadix /1). 'This form was, completed.. .. . .

by.a. qualiflted. peisonwithin .the -referral .agency, u:aing -medical., '4'
psychiatric, and, other sliagnoEitic information. ,-The CertiLication -,

, . was necessary-as doctutentation that, rplicants weie froni the-,. .. .6, ..targeted population.
- 4,- ' ' ate.

% . . , 4 ,' ..4' ...7t.6. . 4.P.' 't . .
% : All-VP:ugh the original ,ceitification 'served the vnipose or ,

., 4estaklishing a.'atatement Of..elig,ibility, fn srge cases detteiii
atiPli6a!its:.and trainees proved tO beunfeady for -the'' training -
program,. -Therefore, -referral sourcei -were_ asied= to add the
following' sta,e.ement: "Tile applicant is Willing' alid' aial'eA),to'

'''re` 'enter the-Project Skill- training 'program, and can be' expe`Cted: ,.. :o..'
...

.64L
, ,to adequately.tolerate the sttess,oCfull-ate Omproing.

.

. ;

Pe'

O

t".

0 . .,
1 In 'addition, it is important for the referral source.to-:proVide
va, copies of 'all pertinent medical, diagnostic, and. evaluation; ,

.,

material that they can legally pais 'on. This' includes physical ;' .

.+ . tc . capacities reports, "psychological- evaluations,. rehabilitition 4.' facilit ies reports, and report (rout: vocational' assessm,ent.
. . centers'. Report); cirn,e helpf l:inmany ways; e.g.,. a . physical

-,,.- examination could indicate certainn physical lintitekiohs.auch,as
restricted; ability to Stang for over an our:, a psychological ..
evaluation might list arelativelylow reading level .,of 2.6 -. '.
grade yet state that there is evidence that the applicant can '

*,-learn an unsigned lob tgrough oral..inatru6Oon,'and demonstration;
.' ,, a vocational -trkadjustnient progress tumittaI5 could: give evidence -,

that the'appld.cant .has reached a near-competitive ,lev.el ,biumirk ' 1,,
. performancV'and, )40 adjustment. When'Othe, types of. evaluative ,

!' ' t material are -old or incomplete, the referial.sOilrcemust.-previde .
their Own' impressions and' recomtnendationd. ' The add-`0.44'. . .,

documestAtion -.reituested from referral .sources: is descflit in -
Appendix, i.: .,.

6,

-
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Pre:ereening Interview
4 , S

' 'N
,

A pre-scigenigg interview was held with each person who applied ,
,, ,

fora Project. Skill job.. In this interview,, the projects was _

explained to the applicant. It also served to put him/her at. 1
ease and:,gain any additional needed information on interests, I-%

- -.
skills; Oast experiences, and other conditions that Must be , 't. -
taken into considerationlin,job:platement. ForeXample,,infor
matiOn listed on the state aprl-eation's work history and othe
trainik "sections was_often incomplete concerning voCatIonal i .'

.%'
assessments, work, adjustment and training.. Transportation' . 1 --,
should 6 discussed with the applicant sq that adequatel'arrangi

.- ments ,can be made to ensure that, the trainee gets tee and from
work. .

. .., .,.

. `

., p& . 6
1.,. , .

rThe pie-screening interview also. served as a "dress rehearsal' ";
. f2r the more'formal oral evaluattbdwh-ich was to.occur later, ;

111,,gave,clues easthe'applicadt's%verbal skills,.cooPerativenesd,

atiess tolerangSrand,interest*ifithe particUlar opening for' I,

which she /he was being considered. If it appeared that the .

applicant had beeninapprsfriately referred for e'position,:
this fact'was iscussed with the referral, source... The referral

. source then discussed the situation'with the appricant. . A
Applicants who insisted on going.through with the civil seryici
examination were allowed to do so if trey met the mcniMpm . .21

eligibility requivements for the job. Thid.situation rarely' r;
occurred' in any explici,t- way; when it did the chances Were the;.
applicant W4g:Tanked relatively low,(. . I 7

.
1

. .

en

Civif Seryice7,Exarninaiion
j.

sr .

IheineRt-step in the intake process was a,civil service
r

exam-,1,
'ination. The Most tyPieei typeoexamination was an oral', ;

evaluation, in, which a,,,panel df t or -three 'persons interviewdd
the candidates.. Questions were t ilofed'to the*,WAteing.".
examined.fdr, and .the same ques ons wers asked of each aoplicet
Zedti' applicant was ftn gi'Vgn.a numetical.olVil service score
Applicant's were rankedoneuch fectors as' past work expefience:'
and Fraining;'attitudetoWard'andunderstandingyof the job,' and_, _ ,

-pereonal charaCteriSiies such as stress tolerancibr health
Jimitations 'The evaltiatiOn'factorsume isted' inmore detail

.
on the Applicant VaIuatiOn Sheet (Appendix ProjectAkiil
'staff usually served as members- of the e evaluationtpanef,
.although,participation hy'representative of!the employing age4cy
was edencourat :4

---WritOil'testa, or .performande-evaitiations were also to When
Project' Skill and/or the hiring agency4qopsideredthem to, be

important'select* factors. !These were usually appropriate
modifigatiOnajexisting_teAadevised.in.cooperatlen with
tate*buieau of!:Piersdinnel.' %.

V
4

74
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4 civil service examination giveh fOr a Project Skill position
often resulted in the establishment of'a civil service register.

. -:With registers exam spores and rankings are valid for six months
..-. for other job openingein the same jobclasSification. A record

,...Df the registers, with names and oxOtratiocvdates,Was kept by
the Intake Counselor. Procedures-for filling.any position.

A cdvered by a register then entailed, certification-of eligible
names-from the register and scheduling theseitepple for a job

./ / ' interview; a considerably less complex prodess. Establishment
of a register eliminated repeating the time- consuming steps of.
job'annohncenient,'recruitment, screening, 1.

e

and oral-e*amination
.. .

for e-Verylob filled. . .

.

.

-,

. .
. - );.- .

,..
A- feature of the,.14iscOnsin Personnel Rule wnich'allows -recruitment
E6 be limited to a target,gtoup is category certification..

/ - Category certification;expandS the number of, applicants who are
certified to an'employer as eligible fora particular position
from the 'usual three to a minumum of five.; In this system the

) categories are:,-Category I - scores of 96-1,06;%Category II -
- Category - 80+4,4: etp,owith-abdVe 70 considered

-,

.

#passing.:,In_the. situation where-one vacancy exists, the top
45. 'category is certified. If this does not yield,fi've applicanti,

additional categories are certified until at leapt five applicants'
are eligible for the osition. 5For example: g_pn a particulai

. :- exam'tniee people had scores between 90 and 100 Micribur people
. had scores between 85"and 89, seven people would be eligible to

beinter-viewed by the.hirinvauthority. w-- :

, , ...
. Category certifiCation haid,a positive effect on Project Skill

in'two ways.- tirst,.employers.were'more tOnfident that they
Nip

0, would getan4acceptable.candidate if they had more persOns toe.
. select from.' Second, :it allowed more Project Skill applicants

a-to feel "successful" by being selected'for the final interview.
"

Final SOectior
)

,
--When the ciVil arvice tedister wasestatiltshed,it was -the- ..

. . employing unit' bility to con t PyojeCt SkillapPlicants.,

for the fihal selection in erviews iring decision rested
with.She,employer. - A Projec 1

:
person, usually the .

into :counselor --was present at the final inEefiriew*- A -

1:amiliarface'aamoral support for applicants helped put them
,.

lk't
;
ease. so that they ,could do their beit:5,.:,

,

IP *
.

.- . '
The Rroject-64411.staff person also served as a,?Onsultant to- the
eMpioyee, interpreting st*eniths and weaknesses, 'andalerting;_-

..0 e fupervisors and agency to potefitTal .problems.
. F ,ax aMOl e, physical ,distabil ities or MedicatiOns'whichzpuld

4,^ affect the work assignment wire'explainea,.es was the general
category- o f' disabiliey (.retatddtio or emotional- disturbance);

It.

- 1.9 -
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in non-technical-terms. 'When afpal eiection was made this
information was transmitted to the Project Skill Trainer who
would be working with the agency and the trainee. The'actual

F. training process then began. ,

o

A

Feedback to Referral Sources

A thread running through the entire recruitment and intake
process (and,, indeed, the entire project) has been the need
fOr'bqnstant communication with, and feedback to'the.referraf
sources. They needto be informed 'about 'the app,licant'sr
:perforawce in the pre-screening, oral exam, and.final interviews.
This gives.the referral Sources valOble informationvhich
can be used in .their continuing rehabilitation efforek with
-the individual. For example, 11. the applibant's interviewing
skills are not good, the referral source can .set up a,program
to-improve theme In this wa4 all applicants to Project
received a service, whether or nbt they were successful' in
Obtaining employMent through Project Skill

.

I

t

ot.

/ A

t
.3.

. ,

tt. AsAntry,/,

- .d

. : ..!

I

,I-. /
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.,,,; "'The materiel 'in this section of .the report is baied oil two and .*

a half years! .experlence with the' projeat. Some .procedures have

. . - . worked will , O h ts have not. The generalqcoll.U.sioh. is- that- ,particular sc les and relationships can be varied soniewshat:.
with individua situations: In all situations, however, 'the '

following seem to be necesthary: -
., ..:. ' - ,

1), Understanding 1:.yall".1&y..persons..of .their responsibilities .*
, , J. , . i ,'' 2) An effective communication systeni... . ,

. ' - , . .. , .,
..-

t

41t-

A .

itTION IV

TRANING

et,

Training inclUdes activities`which focus on the pre - training ,

. and training, process. ',These activities include providing.
_infOrmation instructi6nand discussion sessions for traineee,
co-workers, iupervisorsc training directors,' personnel ,minagers,..
administrator, project staff; and referral agency personpel.

. a

I

A trahrple needllito know work ru.les if he/she .expected to -

'

111.

Orientation- -

.
Puraposes-of

r

- . .... .rientation,invol ves familiartzing individuals with facta_abodt
the trainee and tA 'training program. 11.11f-ieritation is-ni"Ce,ssery' x

... Aso.- d'Veryone Vho l'a--rn a- pOsitfbn- to totfl ence reining _progress
A..has the inforMation needed to otake wise usignents regarding thee

J project, and' their. role in it. For `xatr it:t ,, _

. ...
, A.., **ministrator needs to kiftw general goals ofthtproject

A

Anadministrator
.. 'In relati4444 to Affirmittivi 'oda.= mandate. lk.77- .

, .
. ,

,,
.

'A persortfiel manage needs to know an applicant's job potential
to decide if he/she, Cin fulfill the p.osittion reqtriremente '

--,44 follow them. ''"r _ : -- .,-:,

Skill training . ''':`'
4 .

-4 e -),,, , -,- ,
'Still teaining (the_ formal or semiformal instguction in task

, i. procedures), is' necessary to teach te .rrainei, ticcened ways of .

, of

: -

doing the job.

":

26
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..Adjustment

Adjustment 'refers tp the acquisition of acgeptable behiVior
for the'worksetting - "fitting in" and "getting.along."
The trainee's-behavior reflects attitudes,,about himself /herself',
the work,'-co-workers, and supervisors. Without a reasonably -

positive approach, the trainee, despite-the learning of skills,
maywell resign in dilcour&gement or- be terminated by the employer.

Administrators

Orientation/Training

Top agency administrators should.The informed about the program
by4etter from he project administrators. Follow-through
meetings are then arranged. The actual orientationiof agency

,-- or unit staff, when supported by the administrator, gives
backing to the prof
that administrative

ct, and lets the employingunitstaff:realize
sVpport.isgiven to the program. art may

14

iv be desirable to hay
ment at an orientat

the administrator give a preliminary state-
on meeting. Here is what Was done at one

4

institution: ..' t
--y

.
.. .-An initial agreement was made betweed the administrator and

'.."--the project job developer to hire a, trainee. Since this was ,

the first trainee in -this setting,'and there was considerable
4prehension.among Staff, "it was agreed that a' meeting of a

- representative of'aAministratiqn, personnel, training, and*
supervisors would be held, With:projectstaff'predenting
dimensions of the program and answering questions. A one-hour
session was held which included the showing of the'filmograph

.

abOut the project, an introduction .by the employer's tratning
. directorl'and'a.presentation of about tem.minutes each from

, the project job develOper and trainer. A question anchanswer..
ession'followed for about a,half hour during which several
issues were raised concerning the ability level of the trainees,
special conditions such.as-whether,trainees can'have more days

...off than regUlar employes,and the roles of supervisors and
project 'Staff. The session served-toj.rovide DnforMation . '.

and to air out some' of the concerns. of employing unit staff.
. ,

.

.

Personnel Managers

P . --Orientation of personnel tanagers begins with the contact by
, the job developermight-beaccompanied bta trainer. Not
only a descriptiOn.of the overall program but discussion of
potential trainees and their abilities and need's is important

-.to the personnel managers' unierstanding,of and cooperation with
;the project. ,SThe Personnel- manager may decide that, the appropriate

.,:: approach. in .iiis/hersetting'would be to have a formal orientation
'such as the example described above. Go- -worker orientation may --'. ,

.

4 ; a . ,

ti
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discussion with individual supervisors.
may decide that certain supervisors
helpful and proficient at training'than,

be decided upon after
'The personnel manager
are more likely to be
other supervisors.

Supervisors

t

)

Semiformal Training Program: at

Early in Project Skill's, implementation, staff and the Advisory
Board recognized that a specific structure was needed to help
supervisors.more effectikrely train persons who are mildly

' retarded or restored emotionally disturbed. They felt that
'a training program-was needed to dramatize for supervipors the
need for training, clear instruoxions, and a positive-Work
gimate for all employes,. both handicapped and non-handicapped.
Theyalso felt "the training program should include pr$ttical
suggestions for training the mentally handicapped.

,

One result was-the devising of a Supervisor Training Manual*
which the-trainer/technician used in a number of settings.
The_ followlng outline, in modified form, describes the format
Of the two -hour, group sessions-for supervisors:

IntrOdbetiOn of leWer amt.-group members; definitions of
purpose.

2) _Prajectlqkill filmograph and sharing of comments abOut,
traineeprogrdas from supervisors who have already
trained Skill participants.

Exercises

TiMed-test -(Appendix K) followed by discussion of
fiow trainees react to pressure, how,intense,pressure

.might-iiterfere with productive work performance
,(anxiety arousal) and how'a trainer might lessen
this anxiety.

7-Towel folding exercise, illustrating individual
approaches to a particular task (different ways 'dfl

,folding) and consequently, the need for step-by-itep
planned training for proper learningto occur.
This is related to supervisory responsibility.

- Taking directinns7=-exercise, where the group folloaki,

viririnkdirectionsfor- tying an underwriters knot
(Appendik T.). This iklustrates that pace and clarify
arc Important In giving directiong. The now: '

handicappild can usually absorb from three to six
simpte instrUctions before.,:conftision'begins. This
is an opportunity to emphAlilollhat Skill trainees

'

-may take longer,to learn the tiVOSIftto be performed.

* Supervisor Training' Mandel, April, 1975, which is available
from Project Skill headquarters in Madison, Wisconsin.

. ,
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Past experkence has shown that trainees can 1earn
and can reach an acceptale_level of productivity.
This goal is reached by establishing a consistent
ti-aininglOogfam-

- Role playing, where a'superliisor teaches the under-
, -writer's knot to a new etnploye. This provides an

opportunity to discuss specific ways to simplify
communication and effect-learning.

//

4) Discussion of 3e3cning principles and lecture on
components of training (Appendix M).

Specific ofdrmation'Regarding_IndildA ;al-Trainees:

Supervisors want very specific guidelines regarding the
handling of their'',txaius4- Although general orientation
is important, specific , information regarding the trained

_ -is essential to the ruperviso;,for 'helping in the training
process. The following information should be given to
supervisors:

1) An ezplariation of the trtiinee's physical disabilities
which might'affect the work assignment - epilepsy, for
example, even though well 'controlled, should be discussed.
It is important for the supervisor to knOw about the
medication and-what to do if a seiiure should

,
.

2) A statement 0out thetrainee's general category.of
disability, e.g., retardation or emotional disturbance.,
The focus should be on specific behavioral components:
e.g., "somewhat slower in learning new tasks than the
average person," or""needs matter -of -fact praise,
fairly frequently, in the beginning of training."

'

The fpllowing types of information should, not be given to
supervisors:

1) Diagnostic categories, e.g., Schizophrenia, or Passive
Aggressive Personality. Generally, these labels tencrito
cause fear or confusion among, suliervisors. There is a
misunderstanding of theAmeanin'of these terms and .

generally a self-fulfilling p

/
ophecy may operate where

poor behavior is expected. //f eis better to explain
certain likely behaviorar.components and suggest measures
the supervisor Might take, e.g "if the trainee tends
tends to isolate- himself /herself, make gradual efforts,
to talk to himiheeand include. him/hee in-groupdiscus-
sions," or, "the%trainee responds best if he /she knows
that not phoning when ill -'ill tesult'in loss of pay,/'

2) Intelligence Quotient (I.Q.). Mere knowledge of an I,Q.

scoreofteriltesults'inartitrarYeffclusionfrom certain
1

..
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.,
tasks or discussions, and. leaves out of consideration

the individual;ad'apti've ability of the trainee. It.is
,better to tell the supervisor, e.g., "Joe can learn,, '--

the schedule bes'Olif'you.:go over any new assignmentwlth,
him several, times, having him repeat it prior to hie

`beginning the task. Che k on-his work about each hour
the first nightr and eas p'graddally from then on:`'"

...
, .

The principle PrOjekt Skill has'fdllowedvhis been to give
information which is useful, necessary, or helpful be-cause
it is directly related to training success. .

..

Co-Worker Training and Orientation

Soon after the supervisory training started, the project staff
became aware, through feedback from supervisors, that co- workers
were beginning to question thi§ special training. To respond'
to these questionsond tostrengthen rommitmentoto the prbject,
:3(111 staff designed a cd-wdtker training ptogram'to be a com-
plement to the program provided fo sup isors. In both cases,
the training vas designed to prov de info at on on the capabil-
ities of the population and insights into ways to respond to
potential4situations which might arise &sing training.

Co-worker training was iirst instituted at one of the State's
residential institutions when it became clear that one of-the
Skill trainees was receiving.hosti:le-teasing fromco-workers.
With.the support of the department administrator, co-worker
training was introduced.

Co-worker,training was a modification of the supervisory training.=
The following-agenda was often used:

- Introduce group and discuss,the Wheel (Appendix N).
Then follow same sequence as for supervisory trainingup
to the role playing of giving.instructions for the under - -.

-Writer's knot. The sglind'half of. the training can utilize:
a.) Climate rcise {Appendix 0)
b. Word game Appendix P).'

-,The session can then be concluded with specific.iiiformation
'on the'structure and purpose of the project

The orientation of co-workers was At the distretionof,,the'super-
. visor, personnel manager, and the project traine. Some super--

visors prefer to say.nothing to their'staff.othertkhan, "This
is Joe Brown, who. will be'a trainee in the.paintenance department."
This may suffice. Other supervisors wanted an orientation for
co-workers because of some apprefiension about- special.. :Priigrais
or about handicapped persons.' AlLorientatibas shouldbeMade
known to the trainee, especially those forcotworiers:

. .

ifistance,ethe agency administrator, training director,.
and personnel manager thought that co-Worker orientation wouid',
be absolutely necessary. These three management representatives;

(
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together with the trainee's co-workers, met with the project
job-developer and a project trainer hefore the trainee started
the new job. The filmogtaph was shown, introductory rdmarks
were made by the training director, and brief presentations
were givenby the projgct jobAeveloper and trainer. Considerable
feelings were expressed, pro'and con, toward the project by the
co-workers. Some co-workers were upset because, as4theympted,
"If a retarded perspn can do my job, what does that say about me?"
This concern is difficult to rritond to,'but Some of the'anSwe5s
given were:

"Everyone does not choose to or ts able; to use all his ability '

on .a job."

-"If one' has more abillty,'he/she can move up to -a higher level
job." . - :

It was emphasized that trainees were hired at less than the
usual pay rate, bdt'wgFe expected eventually to work up to a

satisfactorj level of performance and achieve regular status
and pay rate. Another issue was whether_traineeswould pay.
their "fair share" of union dues.' The ansWer.was,"yese" A
few'co-workeis rose to the defense of the "handicapped" saying,

know they need a Chance,",or, "AelieVe theycan.do-the
work." The session served somewhat s a catharsis for co- worker
=rumblings, and did provide information. 'It 'also prevented

isputes_between-trainees and "regular" employes, and Possible
,isrupteon of the work situation. .

'Trainees- -.)
4r _

Traineesare usually,first informed about the training.program
from a referral agency counselor, who has some general background
about the project. iJhen a specifiC "jo.b:a..open, the referral

,agency counselor can'offer some detail atioutSOb tasks, wages,,
--hours, title,- and location of the job. .7.111.-S information is

"fl.giveli to the referral counselor by the ndject's intake worker.

. . Next, the trainee meets-with the project intake counselor (in
Madison; at tfig project headquarters; outstate, at the referral
agency) who provides further information abodt the program, job
goals and objectives.

.

_

..
. : .

The purpose Of these preceding interviews is to give the trainee
some-of the facts about`the job and to discuss some of the

. implications the job would have for him /tier. For e*ampler the
receipt' of, Security Disability Insurance- may well he

terminated.afteruptonine.MonthSofemployment. At the civil
..

service oral evaluation, the trainee will-state his /hoer knowledge
.

. -

of the job being applied for.
, -

. -,

The function of training, in tA Project ,Skill job-is to teach
. (.: the trainee

1.

the,indO/dual methods and procedures the SUpervisor

e
4 s
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requires and to help him/her adjust to the work situation. There

- ,
have been.three training models to assist the trainee:

1) Preliminary Training By Project Staff

V

For the first groups of trainees early in the project,
preliminary training sessions 4eralielA. Placement

staff provided orientation speakers from the union,

safety program;'lnd personnel. Instruction, demonstra-

tion, the r au-L-0f tasks, role playing-6f trainee/

_co-worker. ginee/supervisor relationships were
included. Aftei'a week or tWo, the trainees were assigned .
to their regular supervisor.

.1

Tnis'format except,for the personnel orientatio, was-
distontinued when .3,t was, discovered that mos-Cappijcante

'previous training, skill, and adjustment was at least
minitally sufficient to enable4hem totrain at the
regular' work

2) Preliminary Training By Employing Unit. Training Staff

Two emploing units had a preliminary training program

,
for their "regular" workers Which was also givento

Project Skill trilineei."
: . ' -

.7,.,..

= Preliminary tiaininefor Building Maintenance Helpers:

..!

,For the firit groups, of trainees, the.formal training .

.
outline was f41Owed. However, it was discovered -

that many trainees had trouble. adjusting to their
regular work setting after getting used to the It'

preliminary training site.' The modification effected_ '

was to retain the personnel and work rule orientation

in formal sessions, 'but to curtail the extents-of the'

preliminary-work demOnstrationsIT Zuineesere then
transferred to the work site itsel -f. The_unit trainer-.,

.
then acted'as a consultant-to the supervisor. This .

__dimat seemed to work-More-effectively. 4.-

..-....-.

:7

mfnary -training for Nursing-Assistant (Employing

.._.

., t'Training Officer): One institution used a formal

f
week training. rogram-of classroom

. -
T *'struCtioni!, lectures, audio - visual aids, and gradually.

increasing job tryouts. Written examinations were -'

.

given at mid-training and at .the end. Currently,

a Project Skill trainee has progressed through .the t

formal training sequence along with sii ofdh'othet

. "regular" trainees., '-

,
.

,
. . , -

3),.Training,By Supervisbefrom First Day- of Training ., /
.

In a urge percentage of the training aitip:,-trainees

are turned over the supervisor for training from -the
I date of hire. A Member of thepersonnel department or: .

,fq.oject Skill staff introduces the trainee's the

,4
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Supervisor; (Usually, the trainee firstmeets the .

supervisor at the finalinfervieW whenthe decision P
to hire.is made.) An orientation from the personnel
'department isalways given duringthe first several
'days of employment. The traineeis given the slime
-information as any father new employe:

- General Job goals
- Work rulbs'.
- Tour and description 6
Use of time cards

- Hours, breaks, lunch
-.Safety practices
- ^introduction to,c

- Health insurance/
- Retirement

4 - Sick leave .

- Vacation
- Life-insurance-

)

is

ers, supervisors

-These discussions between the personnel staff dr Supervisor
and the trainee, help establish the ground rules for the
trainee's relationship with the Superisor.

It has.often been advisable for the-trainee to.work with
g-T

aco-Iworker at first, if poiiibli. In any event,, the

trainee should know specifically where, how, and'to whom
to report for instructions.

Programs, Training Plans, and Reports

.

.. Programs. _ ._

1 .

. _

..,_-

Several documents state the glals-ofthe project and specifrsome
of the responsibilities of the;_etiployer-,, Proleet Skill, and.
the trainee.

. .

- General TtainingPlah: The General Training Plan is based
*

on'requireiints of the. State gersonnel Gbde. The plan
ourlihes certain aspeCts of'the4project such at tasks to
be learned, training process, characteristics of trainee ,

grbup to be-served, funding source lor trainees; :recruitment
process,'-and length of training. lir copy of this-plan is
given to each emploYing unit personnel office: (See. Appen-

dix Q.) .

- Training and Employment Agreement 4Appendix R)$. This.
(agreement specifies the title of the job, pay rates, time
of training, fnd conditions of/completion or termination.
the'agreement is signedeby the trainee, the employing unit

01
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,repitesentative, .Ind the persofnel buteau representative.
A copy is then received by each party to the agreement-,
Although the document specified A training~ period of up to
six months, the,employer can advaOce the trainee earlier
with State Bureau of'Personnel approval. Alto, the term
of training 'can be extended for 4-period of time, usually

- , three months. This additional bake has rarely bee necessary,'
because after six motiths most trainees have had OW co
demonstrate that they can beadvanced to regular probation.

.- Training Program (Appendix S): The Training Program's
major components include the duration of training, pay,
supervisory responsibilities such,as instruction and -

reporting progress to the trainee ands Project Skill, as
well as itenizing_the'thsks of the job- SoMe items such as.
'pay are determined by a udhn contract and the State
Bureau of Persodhel. Reporti schedules ere suggested.,
but supervisors are allowed nsiddrable variation in their,
adherence to the schedule. his document must be approved
by the State Bureau of Pets nnel; A copy is given td the
employing unit personnel officer; supervisors and trainees.

Specific Training Plans

The specific training plan is:idelcription df tasks,-procedures,
and a timetable for learning' required tasks. The plan is used',..
by, employing unit trainers who have a formal Structure- --
fo training (Appendix T). 'The unit trainersusuarlY implement
the plan themselves; or work with a supervisor to help the; -,,f
trainee in following the plan. Project trainers can be of
assistance in working outplans tb teach certain tasks, or to
modify behavior which is.incrfering with job progress._ -

Records/Progress Reports

In order for-the supervisor
)

to kelp track of trainee progress, a
record should be kept of task leard3ng and job-related behavior.,
The analysis required to do justiceloAhe trainee and provide
a fair report,gives the supervisor tithe to think about tasks

:accoMplished and job-related factors. The trainee should be
involved in the rating process through periodic discussion with
the superlfisor, and the trainees should sign the report tb
indicate they have seen it (Appendix U). The rdting,process,
although useful in some training situations, is especially-, -

helpful To Pfojeci Skill trainees who-ire used to. being assessed
and evaluated as part of their past rehabilitation programs
and can.:le the assurances-'and

guidance Of supervisors who,,,,have
looked,-carefully at trainee progress.

Record forMs..,,have two components: ,task performance,.and
A2) job - 'related behaviors. -Tasks are .rated for'quandity-end

quality'bn a five-point scate (Appendix.V)s Sob-related factors;

3,4
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such as co- worker. relationships, are also rated. or quality
on he five-point.scale. It is'suggested that.rec,rds be
completed each week during,thOirst month of training and
"everY two weeks for the balance of training. A flexible

. interpretation of this sthedule is desirable - most Important
is that -the- trainer /counselor is satisfied that-trainee progress
is being made. .

6Many s ervisors do not like to comp ePorts. This reluc-
tance c be partially overcome if he un or pigject trainer

. or place ent counselor spends.some line in the beginning ol
training with the supervisor. Mini g the first week(S) of ,

lit----

training{ the assigned trainer or c u eldr-should..omeet with
the supervisor-to,reView his/bet uh er tending pf the rating .

form codes, and to- discuss 'trainee ro ess. Experience has
shown that some superVisors need,ass rance that the trainee.

, can "stand" heing'evaluated, especial if some performance
--needs imwvement. If sullervisors consider reporting helpful
in braiding a better empioyetrhoreUSeful and meaningful reports
are fhracoming.. Interest"'anCtboperrition-of tbe assigned .

trainer-counsel* has aided reportin . if no*port is reiluested-
reports will not:flow readily. Whe mitten reports are not
sent; a phone call to the sUpervi -.-,iian .elicit am reports,repor
and,sme persuasiod MaYheip in encoUr ng the sending, of a. :-
written report. It is good4o emphasize that the main purpbses
of the report are to giVe th trainee SQM tangible evidence
of progress,,.to aid the supervisor in noti progress and problem
areas, -and to inform ins trainer of efainee 'eeds such as.
counseling or other- services. . et:, ,

6
s

. - 4 4 .0

Job Placement Follow-Through

Who Should Follow Through
.

The referral agency, usually has consicierablesbackvound infor-
mation about the trainee, and an invesement,of time and a
relationship' with the trainee thatmay Well Continue into
training and beyond. The value of fhts knowledge,foi placement.

follow-through cannot be underestiMated., It is-important to
,establish -from the beginning 0.training the respective roles
of the_referral.agency aniPfhe project trainer. t'iivrar
that too mush follow-through la done er that two or more
agencies'outdo,each'other in-sierking-with the trainwand
supervisor. One supervisor complained that the.trsinee used
too much of the supervisOr's time With IliScussion.of persosal
problemi. The SUperVisor said,. "I'm not a professional counselor."
Altho4h-supervisors often can giVe.good advice, a caftful
discussion between ;the trainer, trainee and sUperVisor Will
reveal whether the Skill traiSir.sho410e more involved or
perhapo'refer the trainee to other Services so that the super- ,

visor, can maintain has/her primary role of supervision.

0
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One priMary counselor/trainer should be.designated to fblloW
through With trainee and, supervisor concerns. sReports .can
then be given to other appropriate individuals. The models,
followed so far are:

4,
.,

primary1 1) 'Project Skill ainer_as the primary contactA model`odel'
is ,used in e project headquarters city): The ,project.

trainer h direct communication, through workesite'
VIs d phone calls as well as, "receiving written reports

. froM"the supervisor'. 'Many probRrawhich arise canbe
resolved in' these interchanges,,e.g. a trainee's misunder-..

' standing or,supervisory job performance exp ctations,:pr\.1.
a supeivisorse misinterpretation of_the-taus Or i:reingels
momentary inattention_which might be due to pet t pal

.

seizures. If a problem arises which cannot b% resolved
-by the projeeE trainsf;-e.g.;. rieed.for psychiatric review.
of medication, stepsare taken such as the referral of
the Trainee to a-mental health clinic: Periodic oral °

reports of trainee progress are given to' the referring
agency.

..
'... - .

. 2)- Referral counselor, or -follow-up placement counselor, as
the primary contact (this-model is especially follacied
at

-

job -sites beyond commuting distance ofThe iiroje& 4-
trainer): The project trainer-is responsible for arrariging
an introduction.between the employment unit personnel
office and supervisor and the referral or follow-upo

. counselor. From then on, the counselor-folloWs throughJ with the trainee and supervisor; mbnitoring trainee .
N.

progress. Written and eral reeorts'of progress a51
routed to the ProjeCttkill trainer. Some perponn41 -',.
o'fficers wants dopy of the progrees reports, also. If.
liOre is iklag'in the reporting, the Project Skill trainer

.

should call-the*contact counselor and find but what is
.

happening._ Sometpnes;,,At isnecesgary for the project.
4-, trainer to travel -to the work site and meet with-the,

-;--

trainee, supervisor, personnel, and local contact counselor.
. /.p

., Work Site Visits
6 3.

The project trainer, or the person designated-to provide foliow," ,, .

through in outlying areas, should be aware of the:work setting, \*-----
V

-Periodically tour thi area, and take note of the trainee's
qv.

.

c.,
physidal'and social environment. Ideally; this should be'done .

before. the trainee beginsIsOork. l aork site visits demonstrate
.... s

interest in the Trainee's progress. However, in some settings.
the presence of the trainer is counterproductivt. if'the,
trainee, supervis6r, or personnel manager4andicatep that work-. .

site visits are not helpful, the trainer shOuld, neverthelei. '

.
arrange to talk with the supervisor and trainee in dome other ''''''
area. Often, .this is done because of co- worker cur ity and
concern that inordinate or _"special" treatmentis beting affarded.

,trainees. -
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iVisits should be geared to training needs and'CircUmst n es.-
Some trainees and supervisors require and welcome'Weely

4visits for perhaps the first month. Usually; however visit ., the first and third week should auffice, with -- perhaps a phone
call tWe agc0a# or foUrth week,,, It is le00 ispor4n f r .the project trainer:to follow trainee program' through isits -,.. , ..l ,phone calls, and written reports. 'After fairly inteiii ve
initial contacts, a gradual,lessening of contacts 96 ake

4.

1'.

plade, 'Many employing units require a'three- and, sex nth
report on all new employes, and-tDis is a good-time,t close y.

.lor4tor trainee 'progress. Also, a training pallrinOr ent o urnt at those intervals as a partial, recognition'of:progr ss. I
, ..°,, a trainee is advanced to ("regular". probation before Ile'end o
-zthe:six-monOrtraining program, the" Project Skill/ t ainer

should review progress with the trainee and auliervi or and
acknoitledge successful completion of training. Thi will serve'to partially reinforce .trainee and supervisory.eff rtsi,

/
/

b

/3



-,,

SEcTION/V.

CONCLUSION
,

,

As a'reSult of Project Skill's research and development efforti
`within Wisconsin state'service, over 100 persons, either

..mentally retarded or restored emotionally disturbed were hired
--.:Into permanent civil service positions: The effort added__
productIVe, valued employes to the system, employes whose
turnover rate compared favorably to employes hired through._
regbiar. processes. Initial cost benefit figures also reveal
apositive returnAn the investment,

While it is true that the model developed by.Project Skill
included intensive "front end" attention such as careful. screening
and detailed training planrin addition to other early profes.-

attention and ,service (wi,th'cOncomitant costs), this
initial effort, has demonstrated.its importance and value. As .

x' a result of the project; more individuals (co- workers and
employers,) have, by interaction and exposure, learned soms,

' tp.graphic lessons-Aboult the potential and ability, of,persontc
about whom they may have previously held misconceptibns,

It is clear that, in Wisconsin, the project will not only be'
continued using state funds, but the model will be expanded
to encompass the entirehandicappe0 population. The new Project
SkA-1i will be a handicapped placement and affirmative action .

resource for all of Wisconsin civil service. A precedents will
. also be set in that the ongoing program will be the joint respon-

sibility of twO Departments'- Health and Social Services ,as
- ~- well as Administration. ,The new-program

will he meshed with
the setting of hiring and promotion goals for persons who are
handicapped in each state agency affirmative action plan.
These efforts will in 'turn be strengthened by the provulgatIon .

of a training package now beiqg developed through,an Inter- 4

governmental Personnel Act grist. The package will contain \\

the basic information needed bY personnel managers and supervisors \
regarding fiandicapped affirmative action. TheAtopics which
will be developed in depth include: legialativemandated,

',1facts ana figures about the ability of the handiCapped-population,
reasonable accommodation - its definition, parameters - as well
as a delineation of the resources available to enable hiring

l

authorities to meet their responsibilities: The IPA pro ect
_also includes iiiA-depth analysis of-the e-stats Manage e nt
Infgrmation SystieM, to assure that.Ihe most workable approach

A,\'- is-iMplemented to gather needed itattpticson handicapped employes,e e.,1
p \,' arplicants and reasonable accommodation4. As a first step,

the state application has,been modified to allow an individual to
define,a handicapPing,condition it she/he so chooses.

ef.
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Further spin-offs of the project include*the Skill Extens.ion
. to Cities and Counties--,---an effortfundedithrough

4%Discrebiona6
.0 . fonds of the Governor's Manpower Office. Thus fer,'in its 0

short existence, this project has brought together various
0' agencies at the*local level into new and hopefully ongoing

.

-relationships. -Comprehensive Employment and Training Act funds
,

(Work Experierietmand Public Service Employment) have been used
-as subsidy for positions for persons whd are mentally retarded
or emotionally disturbed. Tho attention of funding sources
(Area Manpower Boards) has, been effectively focused onthe(7-----

__

manpower needs of tWe target populations.* Referralffisources
9.° . and service provider agencies (Comm O programs,rograms,

Division of Vocational Rehabilitation, local Mental Health and
. Development Disabiliiies4oards, etc.)-have not only becoute*

. alert to the potential, 'vane orCETA resource, for, the persons
they serve, but have Also entered into formal_cooperative-

. relationships with the project. These new, defined,processes
provide for smooth, coordinated services to the consumer and
have resulted in additional, substantive employment and'training
opportunitides4hich did not exist previously for this popuiapion.

Project Skill has not only Worked; but it has grown and gained
-acceptance. Given budgegary and fiscal constraints, the fact

...-

that the - project has gained the support to assure its continu-
ation under General PUrpose Revenues is aaajor achievement:
The fact that two state agencies haie entered into an unprec-
edented effort to assure vs continuation is an, event worthy ,

of pecial note.
.

It hould be.understood', hciWever,.thatsihere were no-special
conditions unique to Wisconsin which resulted in a viable
project. The conditions and the outcomes can be replicated
in other jurisdictions. Over the long term, the real value

---7of the modei developed-by,Project Skill will be in the extent
to which other states or local governments are able to adapt
or adopt the methodi and approaches which evolved fromsPr4ect
Skill. It has worked 'and will continue to work in WIsconstm.

_There is continuing Concern on the part of all involved with
the initial effort that other governments are ableto pursue
implementatfOn of the model or adaptation of itsstrucetite to

- their own circumstances. This monograph has been written with
that purpose in mind.

A
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SOME
BACKGROUND

. Project Skill is a Federally funded demon.
straAn project under the Department of
Administration Meepower section. The
objecti4 of the program is to identify, place
and train handicapped individuals in jobs
within the statecivil service system

Project Skill is th.e,first program of its type in 1

. the nation. The project trainees ,are hand-
capped with less severe emotional aro
mental handicaps. The trainees are hired
under special provisions of the state civil
service for.a number of fobs. They are paid
minimum wage standards or ,rnore depend-
ing on experience and training. UpOn com-
pletion of, up to six months,training, they are
paid regular civil service salaries.

A

0

FOR MORE
.INFORMATIO0

,CONTACT
Fred Reed
Job Developer
PROJECT SKILL
Room 270
1 West Wilson Street
Madison, Wisconsin 53702
608-266-2692

PROJECT
SKILL

0 0

TODAY

Chippewa Falls
Menomonie 41

Wausau
Eau Claire ,

Stevens Point

King

a

LaCrosse

mihvatMee.,
whitewatbrMa toodison -1

S Union
1Grove 4



PLACEMENTS
TO DATE
89 individuals tieve been

employed thus far. %.

As of June 15,1476:
23 Trainee Status
15 Probationary Status
27 Permanent Status
6 -Promoted

24 Dropped Out
65 Presently Working

42BS HELD BY .

PROJECT SKILL
TRAINEES
Food Service Workers-

Building Maintenance Helpers

40Grounds
Laborers Food Service

laundry

Storekeepers.
0

Clerks

Typists

Stock Clerks

°Office Machine Operators

Graphic Reproduction Aides

Key Punch Operators

Management Information Specialists

Shipping and Mailing Clerks

,.42 .

'PROJ-ECT'SKILL:N

Provides a careful job of screening

Provides follow-up supportive services

Pfovides technical training assistance

Strives tO place people in jobs to which they
are-better suited

Project Skill trainees have proven that:

They can learn the skills necessary to
. perform the job well within the six month

training period.

They_are prompt in-reporting fo'r work and
have low absenteeism rates.

-They can function well within.: -the work
. environment and relate to other employes

and supeivisors.

They are generally good, reliable, deper4-
able, desirable employes..

4

EMPLOYERS-SAY;
hiredaProject Skill trainee as a full time

Xerox operator, not with trepidation or
prejudice but with some mental reservation,
the reason being the pressures to which the
Xerox operator is subjected. e

I

As supervisor of an employe from Project
Skill, I canstiOngly .recommend
gram and,ifthe occasion arose, I would nifit

hesitate to hire additi6nal individuals at any'
level.

.

- Frances DiLorenzo, Administrative
Assistant. Public Service Commission

Frankly, I don't think we were lucky. I.feel
that the process used was effective in
producing a dedicated performer-I'm not
going to make a series of grandiose state-
ments about this clerk. Instlad I will limit my
remarks to a few factual phrases: learns and
retains, follows instructions well. completes
all assignerdiitierin-goortime frames,
establishes priorities, uses all free time in
self development programs. attendance
and punctuality is.above reproach, adheres
to all rules and r,egulations religiously.

'Alt I can say now is thanks for a goosd Clerk I
trainee.

re,

- Janes Campbell, As.stant Project Di- i
rector, WIN Program

I haVe recently hired the fifth 'Project Skill
employe within thOast 10 months. Three of
them have successfully completed their .

training in the receiving and issuance sec-
tion and have been placed in perinarient
budgeted positions. Without (inception. all
five have shown average to excellent results
in quality land quantity of work acconvilish-.
ed, in attitude, cooperation, attendance and
,punctuality. The acceptance of these em-..
ploOs their co-workers is excellent. This
project has been a huge success. I certel ly
hope it witrcontinue.

- Harry Galbraith, Chief, "Waiving and
issuanceSection, Department of Trans-

t portation

a

NI/

-4

4



Appendix 11

EXECUTIVE ORDER 4O. BO

WHLREAS, the State of 1.711consin must-fully utilize the
talents of all its citizens; and

.

WhEREAS, tho Governor's Tack Force on the Problems of People
with Physical handicaps has identified underrepresentation of persons
with-disabilities in the Wisconsin work force as a significant.prob '
lam; and

.

.

MILRLAS, the federal Vocational Rehabilitation Act of
1973 requires cbntractors and subcontractors,to implemeht affirva-

..

,tive action for thp handicapped;,And
I

.

. WHFREAS% similar affirmative action progress is necessary
on the part of state departments to assure.,that the skilf4 of
persons with disabili es arc used attd .develOped to the fullest 1extent.

,
fa.

. NOW, r, 1, PATRICK J. LUCIA', Governor of the State
of. Wisconsin, do hemby order:

t

(1) that the head of each state department, board and`
commission assess their present employment policies
to determine whether these polities May arbitrarily' -
discriminate against persons with disabilities and to

-`take ot recommend -appropriate steps t6 remedtsuch
discrimination.

(2) that each department, hoard, and commission'shall
develop and implement, through its existing person,
ree'rumcible for affirmative action, appropriate
plJos encompassing the devtlopment of recruitment

' and le-I-ger:el lomcg, adjustment of txaminitio'n
ptot.e'qss, restructuring of jobs, and training of
supervisors and-administrators concerning the needs

_ persons .with

(3) that the Bureau of Personnel and the state employment
SCTlike shall, in cooperation with the Department of
-Vocational Behabilitation and other public and pti-
vats agencies assist in such a programlby exchanging
information concerning appropriate positio s and by
fnemishihg,qoalified applicants.

(1') that the head of each .state department, hoard mid
commission shall be reuonsible for the active
encouragement of handicapped persons in applying far'
promotion, and shallpromote the rcquis,ite training
at all leVels'wlvich,wil4 qualify such persons for ,,

appointment and advancement in a climate of true
equal opportunity. Departments shall evidence
wilringnessto discuss problems, provide counseling
forsamployees who feel aggrieved, and shall encourage
the eesnlution of rmnlo4e ,

4IP
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45) that 'departments shall be responsible for thorough
diswminntion of air affirmative action policylfor
persons with disabilities within the department. .

Recruitment sources and prospective employies should
likewise be.: informed of these policies and practices.

IN TLSTIMONY WHEREOF, I have hereunto
f set my hand and caused the treat

Seal of the)State of Wisconsin to
be affix01. Done at the Capitol
in the City of Madison, this
seventh day of October in the
year of our Lord one thousand
nine. htuldred and seventy-four.

.

14,4 the/Govornor:,

4.
GOVER11.0 R.4

-
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Appendix 'C

. EXECUTIVE ORDER yo. 9-

WHEREAS, the State of Wisconsin is responsible for
insuring equality ofemployment opportunity within state
government for minority persons, women and people with physical
andmental disabiltties: and ,

WHIRFAS, the state'is required to com ly with 1-rtle--

i
VII of the Civil Rights ACt of 1964'is amended y the intuit'.
Opportunity Art of 1971, Presidential Orders ,,11 46 and -
11375, federal guidelines found in Part 60-2 of Chapte-r
60 (Revised Order Numher 4)'of Title 41 of the Code of
Federal Regulations as amended, and the Rehabilitation-
Act of 1973 (Section 503); and

* ,

WHEREAS, recent court decisions and federal agency
rulings have struck down statutes, practices or procedures
wbich are discriminatory, without regard as to whether such
scrtmination was intended: and ,,:

WHEREAS, there is iheleasing evidence that minority
persons, women and handicapped persons are not accorded their

,.--., full- rights of citizenship, land are under-utilized in the
current work' force of Wisconsin state government; and

.'

WHEREAS, there is a growing awareness of the need to
tike affirmative steps to assureequal rights for minority,
porsons, women and handicapped isersti6s in the-state work
force ;d

.

WHEREAS, affirmatiye action Is At merely passive
?nod-discrimination, but requires positive efforts to recruit,
retain and promote qualified minor+ty persons, women And
handicapped persons, within thelrequirements specified,by
federal-and state law;

NOW, THIRVE010, I, PATRICK J.-LUCEY, Governor of the 4
State of Wisconsin, do herein order an Affirmative Action Program

. to correct deficiencies and to increase materially theutil-
ization'ef minorities, women and handicapped perso s in all

.

segments of the state.work force.

),-

educe iehal'institution of state Overnment shell es1ahlish
I. 7 e head of each department, hoard, commission and ,...._

and maintain an AffirmativeAction Program to insure equality-
of opportunity for all its employees Und for all applicants
seeking employment within Its jurisdiction. equal employ-
ment opportunity includes, but its not necessarily limited
to', the fe4lowlng;areas:, recruitment, selection, Airing,
training, promotion, transfer, layoff, return from layoff,
compensationLand fringe benefits. It includes policies,
procedures and programs for recruitment, employment,
training, promotion, and retention of 'minority persons,
women and handicapped persons. Agency heads are encouraged to

,

.exploiO and-implement innovative per,onnel Wick. in order to
enhance'these efforts. lach state agency head :Mall heresponsible
to the Governor for.affli-mativeiCtion results. , .

:
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' 2. There.is hereby created an Affirm'ative Action Executive
.commission which shall evaluate the progress of affirmative
action programa throughout state service, seek' compliance
with...state and federal regulations and recommend improve-
ment% in the state.% affirmative action efforts. It shall
advise and rep tho Governor. In carrying out its

responsi-FTItties, the Commisslon may recommend legislation,
consult with state agency personnel and other interested persons,
conduct hearings and take other appropriate actions to effect the ,intentof this eider. The Commission shall:gbnsist of IS persons,
appointed by the Governor, 9 o( whom shall beopublicmemhers and
six of whom shall he the following state agency heads or their
designated representatives; the Lieutenant Governor, the President

--of the Diiiversity of Misconsin'System, the Secretary of the Depart-.-

'Ment of Administration, the Director of'ihe State Manpower Planning
Council, the Director 44. the Bureau of Personnel, and a re-presents-,
tfve of the state employees union with the largest number of members.
Minority persons (Black, Native AmcOcan, Latino, Oriental), women9 and person% with dicahilitics shall constitute a majority of the
iommis..leu members, and shall be appointed with consideration to
applopiPmte represenlvion of each group.

o S. the State AfilrMatkve Artion Office, heated hy: the .

Afiiimative Action Coofdintor. shall be directly respou-
sillic to the 'ietretary of the Dettartment of Administration
and the ixe4utivetemmiasiom.f'-ihe office shall he responsible
for the following. in accordance with.guidellnes and
.tandards piomulgyted by the ftdera.1 Equal Employment
opportunity Commissions to seek agency compliance with

° federal and state laws: regulations and this order in all
areas relating to equal employment opporeunityr and correction
'of discriminaterWpractire% and procedutesito regularlf. review,
the afflimatIvc action plans of all state agencies, including
goals and timetables; to calardinate assistance; to conduct
compliance reviews: to review state personnerpolicies,

'andprocbdures, inclusive of recruitment, certification
process, lelection, test validation, review of job quali-
fications, classification series, career ladders, compen-
cation and fringe benefits; to convene agency affirmative
,ae,t.on officers reitularly as nocessary;to 'receive, analyze and
transmit to the rxecutive Commission periodic progrfss reports.
of aCfii-mative actlom in all state agencies; to act as liaison
with federal, state nn0 teen, enforcement agencies; to recommend
any'necessarr legilation and (o perform other'actiops deemed
neceskary hyothe 1.xecutive Commission and the Secretary of the
Department of%Administration.

4*

0

4
4. in,each aeency, the affirmati .actiorofficer shall
outwit! dliectly to tilt agency d for affirmative action
purposes. Each agency shall s mit an affirmativenctoon

in complete with goals en ¢-'t etab/es, plug quarterlyy,
and annual affirmative act, on reports. to the State
Conidintor. flit foordkintor)together with the ixectitit
Commission, shall be'ris.ponsible for insuring that each
agent.y program complies with federal and state guidelines.
Agencies shalt report ahnuelly by June IS on 411 efforts

'undertaken during, Vhc preceding yea? tcrimplemeat the
Affirmative Action'lliogram including^ ell relevant activities

,

.

-
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within the agency, as well as those relati:itg to persons and
groups outside the agency. the agency reports and fieal
year plans shill be submitted with the agency budget'
requests to the Lerislature's joint finance Committee in
Add - numbered years; and avpart of the annual budget
review in even-nnhbered years. Agencies shall he responsible
for thorough dissemination of affirmative action policy
within their departments, and to all recruitment source,;,-
and prospective employee's: disseminat.ion of information
about grievance procedures. and the appointment of minority
persons, women and handicapped persons to examining boards,
committees and advisory boards, to effectuate reproserliation
similar to that being ulgod for the state work forco. l'he
head of each state de.psitment, board, commis- inn, and Out.%
tional lust lint nn shill viiamine And assess
over which ../he la .14.1ni trative responsibility to (*mine
whether those statutes, or the procedures and practicer ly
which, they arc administered, discriminate in any war against,-
minority pers.dhs; women and handicapped persons and take /
appropriate, remedial action.

S. The hehd of each state amity Oa he responpihle
-

for achieving and.mainiajning agency c pllance in thi -7
Affirmative Action Progr:im. agent sha'l'l be in complianue
if it meets its goals and timetahles. or if it makes good
faith efforts to'meet thosegoals. In the event of failuie
to achieve them, or to demOnstrate good faith effort,
appropriate sanctions and'ponalities may he applied, In
accordance with federal anti state regulations, at the'
recommendation of the Executive-Commission% The bitrden of
proof ror rAults and good faith effort rtsts with each
agency Agencies which achieve outstanding affirmative action
resulti shall be publicly recogdited for their efforts.

6r In order to Insane maximum effectiveness of this order
I am hereby dirutiqg the affirmative action Staff to prepare
procedural recommendations for the full implementation of

- the provisions of thi order as soon Ac possible,
ri

IN TI Si INONY I have hereunto'
set my hand and caused the cniar
Seal of the State cif Wisconsin td
be affixed. Done at the Capitol
in the City of Madisou, rice
twentyihIrd day of April infthe
year, of our !mid one thnusand nine
hum d and seventyfive.

4
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Agreement .

Between
'THE DEPARTMENT OF ADMINISTRATION

(State of Wisconsi ) '

and the

(Employing Agency)

I. SCOPE OF AGREEMENT

AppendixD

This Agreement covers the operational commitments of Project Skill

and the Employing Agency.* The overall program wilbe administered

by,the Department of Administration The-employihg agency will!,

provide positions and engage in good faith elforts to make the

participants succe ful state employes.

PURPOSE'OF PROJECT KILLti

4444

.,

Project Skill 0,4 _federally sponsored program to recruit and place

mentally retarded (mild-oOgy.441ine)/o; emotionipay handicapped

-'persons in permanent state civil sermice:jobi.
% ° ttj :. .

.

III; i PERIOD "6,
.4. et t, ,, ...

usual training Period will be up io'six,month's duration. If.,d ti
v ,

, , ' ; .- , c 4 4 . -
4 _.... 0 o T4 3 ,

ing age '''''*.,gifMtmitlei that4tre:iaeunatidning at the
' ''' 1. 65 ' l'YO 6 '3' .4 .:' 4

level, the-tfeineWoOkri biik?stOed.to-thet-1,0el. If ,

...... . 411c2 ' : I'' 1-.; ' :
the' trainee is not able`to dE ieme.reaeohtble pregress, it. employing

7

the e

.objective

,

unit will proceed With termination after disceesioti;with frbject Skill;

IV. TRAINEE SALARIES

The employing agency will

a.

prOvide the trilipe AilatYto Starting
1

iig

$2.860 and 421P7-3 per hoyedepenaing on

pertinent-experience. After a trai k 20ritof up to six"4'''
I, V ' I

416- ir- ? 1 .., .
.

s'/114

S
olto the objective-tevel tete -.OH:068414 hour:

salary will range' between

4 prior

* More
.\

.t

etailed descrigfiefilif General Training Plan."

412
.
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V: RECRUITMENT AND S

Both parties,Shal :follow policies and procedures as, promulgaee

by the State'Bur au of Personnel. Authoi.ization to use Wis.Adm.

FACTION

V

-2-
no

.Code Chapter P 27.03 (with a waiver to hire for, permanent posiElon6)

has been given by the Spate Bureau of Personnel.

VI. ELIGIBILITY I. R WINEES

. -7--Individuals ligible for co ideration for training will-be certified

by referral agencies to Project Skill as.unemployed or underemployed

mentally h ndicapped persons.

VII. REPORTING REQUIREMENTS

Employin: agencies shall submit reports as follows:

(

1...- A. Tra ing Records as required by the Training Program/Plan submitted
,./

...

to the State Bureau of Personnel. The program will be prepared -by

Project Skill and subject to review by the employing agency.

B. copy of the letter notifying the-trainee of employment.

C. copy of the Training and Employment Agreement (Form AD-PE-3).

_D. Notification of change of status of the"-tnaineeto-objective level -

probationary status.

E Notification d' change of status of enrollee to permanent status.

A copy of any termination notice.
sr.

50
-43-
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VIII:* SPECIFIC AGREEMENTS

, I

,I ,
_ .0e , o

.

sA.- agrees to hire

Project Skill participants into existing or scheduled budgeted

vacant positions.

B. Positions Committed
(

' TITLE NO. STARTING WAGE 4RS./WK.

t

IX, CHANGES

This agreement can ,be changed at-any time upon ncurrencep from

,both parties.

#
O

(Name)
(Title) 'J".

Employing Agency Date
At,

(Name)

Department of Administration

<7,;,^ -b

(Title)
,

Date
,

51.
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Appendix E

STATE BUREAU OF PERSONNEL 91

A

9

R

Chapter Pen 27

EXCEPTIONAL MITHODS AND KINDS
OF EMPLOYMENT

Pore 27 01 Policy. Pero 27 04 Other exceptional method.
Pere 27 02 Exceptional methods of em and fonds of employment

pliiment. occupationally dia
adantaited

Peri 27 03 Exceptional 'kinds of employ cmerit. occupationally handy
capped

Pers 27.01 Pplicy. To enable the state, as an employer, to carry out
its social. economic, and. commu responsibilities through employ-
ment of the occupational I vantaged by reason of, but not
limited tosex, ethnic bac Itround, or age and the occupationally
handicapped by, reason 'of, but not limited to mental or physical
disability, or to meet the needs of the service during periods of

e disaster or natural emergency, the direct& shall, provide for excep
tional methods and kinds of employment pursuant to section 16.08
(7). Wig State.

History: Cr Register. October. 1972. No. 202.07. 11 1.72

Pers 27.02_,Exceptiottal Methods of employment: occupationalty'
disadvantaged. (1) EXCEPTIONAL EMPLOYMENT LIST ESTABLISHMENT.
The director may authorize establiihment of exceptional employment
'eligible lists to:enable departments to hire the occupationally hanch
capped or disadvantaged. In establishing such lists the director shall
employ merit system principles which are broadly comparable to
those which are used in establishing Standard eligible lists for the
same classification and may use such processes as:

(a) Limitation of recruitment to the specific occupationally handi-
capped or disadvantaged applicant target group.

(b) Use of categoly. rating in the examination and certification
process. ;

(2) USE OF EXCEPTIONAL EMPLOYMENT-CISTS. Under his authority to
determine appropriate eligible lists, 41e director may, upon written
request of an appointing authority, authorize the establishment of an
except iorial'employment list or tlf creationof an exceptional emploSr
ment list from a standard employment hat when:

.
(a) Such list is required to meet the criteria outlined in the

contract or guidelines under which a position is fully or partially
funded. or

(b) Such list is required to meet .44 approved department affirma-
tive action goal.

(3) APPOINTEE STATUS. Persohs appointed., from an exceptiorial
employment eligible list to a vacancy in the classified serviceshhIl

' become employes with permanent
astatus

in class after successful
p Register. Hecembor. 1975, No. 252

52
- ,45
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WISCONSIN ADMINISTRATIVVODE

completion of a-probationary,perift4 as provided in section-16.22, Wis.
State.

Hleiery:Cr. Register, October, 1.72, Ne. 202. off. 11.1.72.
,

Pets 21.03 ,Exceptional kinds of employment; occupationally
handicapped, Occupationally handicapped employment is a kind of
employment for occu pationally handicapped persons who would not
otherwise be employed in the competitive labor market. Occupational.
ly handicapped employment may include exceptional Provisions for
selection, work assignment, pay, employs benefit. coverage and length
of employment.

(1) The director may authorize under occupationally handicapped
ployment an exceptional plan to employ persons ,wh6,.becauie of .

severe occupational handicaps, would not otherwise be Bilk to cothr
pete in the labor market. The plan shall include provisions for:

(a) Tasks to be done; '

(b) Plans for ng, safety, and supervisions'

(c) Proposed defini on of disability and of essential Abilities;

(d) Funding source for appointee pay, supervision and overhead;

(e) PropOied processes for identification and fair selethon of
appointees; and .

...
(f) Length

41

of employment. . . .

P) Appointees to positions in approved occupationally handi-
capped employment may have up to the same but no,more rights than

.. appointees to limited term employmentspositions. If an exception to
this limit is considered appropriate bemuse of m special feature of a
propOsId plan, the director may waive that limitation. Any 'such

-Waiver shall be reported to the board.
IR eatery:Cr Register, October. 1172, No 202.1tf 11 1.7-4

Pera1.27. 4 Other exceptional methods and kinds, of employ-
ment. Whe other exceptional employment' situations occur or when
exceptional s to or federal employment programs *re developed to fit
the Ipmploymen tential of occupationally disabled, handicapptd, or
disadvantaged' persons, the director may establish other types of

. methods and Itincis,of efceptional employment. The director shall
repoit -any such ictOns to theboard.

HI:dory:Cr atersitin October.1372. No 202. err 1 t 72

.+

4

Itptit.41 It...ember, 1975. No 252 1
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PROJECT SKILL

Appendix'F

Social Security Number

.(Last)
(First)

! (Initial) (Birthdati:Mo/Day/Yr)

(Street AddresS)

Person to notify in emergen

(City) (State) (Zip, Code) (Phone) .

*(Home Address)
(Home Phone)

Income Sources.: SSDI; AFDC; City !delfare;Other) Please list:

7 t.

(Work--Phone)

.Am on

-- .Referral source:

(,Physician:

other service' providers: -(Division of Vocational Rehabaitation4 Mental 'Health Centers;Schools; Rehabilitation
Fac.ilitiesSheltered Workshops; Cortleathity Boards; Others):

(Name)
(Agency) (Phone)-

(NgMe) (Address)'
(Phone) 7 (Date of Last Physical)

Agency'
Contact Person

ti

Phone

ti

In order to be eligible fiir
Project Skill a person must have a disability which is aharrier toemployment. I hderstand that some documentation froM a professignalagencysuch as the Division,of V cational Rehabilitatidn'will

be necessary to assist ProjectSkill in exploring job
ossibilities'for me.

4

Hy disability/Handicap is

A
(Signature of'Applicant

(Date).

(Signature of person assisting in prepara,tion of application) 'Mate)(Stgnature of.Guatdian when necessary).4'
)

54
.... -
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AUTHORIZATION FOR RELEASE OF CONFIDENTIAL INFORMATION

(Please retain at referral agency)

9

Authorized Agent or Organization
Name

Regarding
:Name- (Last, First, Middle)

'Appendix G
1-0

Address (St?eet, City, State, Zip Code) Addresa (Street, City, State, Zip Code)

Birchdate

SociaWeeurity Number
ATTENTION:

I authorize the above-named agent, or organization, to disclose to:

Project Skill, State of Wisconsin
1 West Wilson Street, Rm. 270
Madison; WI 53702 .-- V

the .following identifying information, where applicable 'from my records:

Dates of service; Diagnosis/type of disability; Results of physical exam; Course
and type of treatment; Personality assessment; Intelligence level; 'Aptitudes and
interests; Su of content and progress'of educational and/or rehabilitation k,

program; Summary an retbom4411dationa, especially regarding ability to work full-

Other: (to be requ ted by Project Skill if further information is needed)_;

.0.

4'
-

The purpose or need for such disOloaure is: to aid Project Skill staff in their
job placement efforts my behalf. ,

. .

. ...
's.

'' ,

This consent to disclose may be revoked by me at any time except to the extent that
action has been taken in reliance-thereon.

'

. . .
_

This-consent (Unless,expressly revoked earlier), expires upon:
(specify date, evenr,* condition upon which it i411. expire)

, ,

Signature of Client/Patient

Guardian, where appliCable

Specify, relationship

(Date)

(Date)

,
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STATE OF WISCONSIN. .

0

Department of Administration

Release of Information.. Bureau
(To Project Skill)

0

Project Skill
of Human Resource Servicer.

1 Vest Wilson'Sfeet
Madison, WI 53702

, give permission to
Type or Print)

Project Sktl to. discuss with potential employers or cooperating agenciek

pertinent background information regarding tilt-job readiness and qualifica-

tions,- This information might indlude medical, psychological, vocational,

and-rducational records.

This release. expires And may be re-
.

yoked by me at any time in writing.

Witness:

Title:

Agency:

Date:

Signed:

Date:

t



Name of ,Applicant

'Address

1

PROJECT SKILL

CERTIFICATION FORM,

4Ppendix

Last Firet Middle

Street Number
Street

City State Zip Code

This document certifies that the above-named applicant has a disability
diagnosed as either mental retardation and/or emotional disturbance. Thediagnosis is-

(Supporting evidence such as
required)

They' applicant is swilling and
program, and can be expected
time employment.

Suggested job areas:

Certified by:

4

-a

psychological or psychiatric reports is

. .

able to enter the Project Skill training
to adequately tolerate the stress of full-

Signature

Type Certifying Person's Name

Date

Title

,Certifying Agency

Address

Telephone
*

57
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PUYSICAL:

44-

Appendix I'

QUALIFYING DOCUMENTATION TO SUPPORT
APPLICATION

- k

A general medical examination, "not over pne yearold,
indicating acceptable

health,-i.e., without seriously
.limiting disability foithejoh. N,

Specialist examination, when necessary, to clarify
any specific condition and its limitations, such asepilepsy, etc.

. 11"

If physical demands are a major consideration, such as
--,,-,6gavyslifting, proof/ of ability via recent work his-tory, vocational evaluation, or completion of desigriated

work samples... _
PSYCHOLOGICAL:'

PSYCHIATRIC: A report from a psychologist or psychiatrist indicatingeither mental retardation and/or an emotional disturbance.The retardation should be within the mild or borderline
range; the emotionally

disturbing,condltion should be inremission of its more serious symptoms.

ACADEMIC: _ When required by-the Jobe, proof via school records ortesting of minimally
acceOlable reading, arithmetic, orother' achievement levels.

When required by the job, proof via training records ofminimally acceptable
progreea,'in order to do the job.

INTEREST: E-Vidence of interest to the work as discerned from the
. interview, work hiftory,

vocational testing, etc.40
APTITUDE: 'Potential to lea7 'job as evidenced by work history,

:vocational testing-, work evaluations, etc.

INTERVIEW: Be able to meet minimally acceptable requirements asset by the interviewers
using standards set by the civilservice,, Project Skill such as the "EValuation Factors"

1

TRAINING:

appraisal..

4

58
- 51-
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DEPARTMENT Of ADMINISTRATION _

STATE BUREAU Of PI RSONNEt

NAME --
CLASSIFICATION(S)
for which applicant
is to be considered

APPLICANT EVALUKADN SNEEr

Available for work starting ___

WILL WORK: shift LI 1,, 2,, (j 3.,

, .

Wisconsin esident since

. A

Weekends us D No;

Appendix

AD PiRS-104

Holidays I 1 Yes 1 5 No
---

EVALUATION FACTORS
.

NOTES AND COMMENTS
... A ... / 4" . .. -

.
I 2 3;

1 I LI j I EVALUATION, .

WORK EXPERIENCE AND TRAINING:
- Nature of woili experience
-Mb performance
-.EnspMymont Stability
- Attitudes toward lobs supervises
- Attendance. sick Move record
-Reasons for leaving
- Special training or course work
- outside interm, Ocilivilloll

.

a

, , 1

.

.
r

-

-

.

11 Li ( I Superior

[1 n r; Above Average

1 1 Id ( °) Average

( 1 I ) 1 1 Below Average

I I f j LI Unsatisfactory.
4

QUALITIES RELATING TO THE POSITION('
- Attitude. understanding of position
- views on 'pay. hours
- WW' Inteoetted in this oettlien
- Pertinency and odequacy of past training

end experience - quality Ind quantity
-Spade! stulls. abilities

a

-
-

'

'I-
.

°

.. -

.

-

-

.--.

.
( 1 13 fl Superior

-
CI il (1 Above Average

[ j 1. 1 Li Ave'rege .

L 1 I I f- j Below Average

1 1 [1 LI Unsatisfactory

PERSONAL CHARACTERISTICS:
.

-: flexibility. tolerance
- Slfrinance ow/holly, confidence
- Vitality. Initiative. alertness
-Gestures. voice qualities. mannerisms

A-rGerierai grooming, poise. posture
-Health and physical brnitatiolls
-Ability to communicate effectively
-Sokitiety
- Tact. sincerity, courtesy

VS;

.
.

.

.

.

.

.

,

.

.

.

.....:

Li Ej 1.1 Superior
1

I j ( I LI Above Average

LI i I I

,_

i -Average
...

(I Li Li
o

Below Ayerage

Li i_j-_} Unsatisfactory

-
GENERAL COMMENTS:

Indicate separately in (1), (2) and/or (3) below your overall evaluation of the applicant for those classifications fisted. in (1), (2)and/or (3) above by placing a numerical score in the appropriate box for each separate evaluation. In determining your ratingfor each be sure to keep in mind the duties and responsibilities of the position(s) the applicant has applied for and-consider onlythose evaluation fictors pertinent to each separate rating.

Not
Qualified

0 69

.
-

.

Marginally
Quint ittel

70 77
....

Adequately
Qualified ;

78 116

Will
Qualified

86 93
--

Eseeptronally
Well Otalified

94 100
..

I .

,

Add Veterans
Points If

Appropriate

"'nal
Evaluation

Score
. -

. . -
.

1

2

3

Dates

Agency:

local Examiner.

Agency Unit:

(ow')

- 54.10 °
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CAN YOU FOLLOW DIRECTIONS?

)

This is a timed test, you have three minutes only.

1. Read everything carefully before doing anything.

2. Put your name in the upper righthand corner of thlipaPer.

3. Circle the word name in sentence two: e

-4. Draw five small squares in the upper right hand corner'.

20. If yob are the first person to reach this point', lobdly call out , "1 nM the
first persolf to reach this point; and I an, the leader in following directi-ons!"'

21. . Underline nil even numbers on'the left side ofrthis paper.

5. Put an "X" in each s- care(

6. Sign your name under the title of this pager.

7. Put a circle around each of t e square

-.
8. After thelit le write "yes, yleg, yes."

9: Put a circle completely around number seven.

10. Put an "X"-tn-the 11Werlefthand cointe'of thi; paper.

U. Draw a triangle around the wo rd Corner in sentence four.

12. 'On the back of thiEpaper, multiply 70 x 66:
.._ .

13. Draw a triangle around Oft -<!10" in V'e Ipw'or left hand corner.

14. Loudly call out your. first:name when you get this far along.
41t.

15
)

. If you have folloWed directions careTufry to thin point, call out "I have.
-_,

f
AppendbiAC

kb. On the reverse side of this paper, add 8950 and 9805.

17. 'Put a circle aroun our apewer,,and pUt a square around the circle.

18. in your normal speaking voice, count'from tea to:one lleckward.

19. Punch three small holes in-the top of-this pap.er,wtth_your pencil point.

22. loudly call out, "I am nearly finishe. I have, followed directions!

23. Now that yol have finished readinveveiything.eiieftilly, do only sentence
. number one and two. 7 1

)
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DIRECTION

Take a three-foot 'piece of double strand wire, grasp
it with the left hind forefinger and thumb at about
six inches from Qne end. Use right thumb and fore-
finger and grasp the end of the wire and untwist the_
strands about six.inches. Straightenthe two wire
strands to form a "V..;' Vith the right hand thujnb and
first two fingers grasp the right side of the "V"
about three inches from the end, bend it clockwise

-downward and away. Then twist it back to the left
forming a loop. Grasp-the wire with the forefinger
of leftohand and h-Old it against other wire strand.
This makes a half of a bow On the right side. Gr4p
let side' of ",V" wire at' the end- with d
thumb and forefinger. Pull towar.d you at th same
time'twisting wire by rolling it counterclockwise
with thumb and, forefinger. At the same time bringing
wire end to t right side of bow: A full bow has --
been formed., ush the wire 'end on right through t'he
right loop. Pull the left wire end through the left.
loop. Grasp both wire ends_ with right 'hand thumb and
forefinger. then pull upward making the underwriter's
knot with two inches left at the:'-end.

sr.

1
- 54 -
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GETTING READY TO INSTRUCT

Before giving instructions, hoWever, there are some steps'-that must take
place first.

"17

-.qv( S.

Appendix g

TIMETABLE r

Instructor sholad discuss the value of using a training timetable which-.4. is tailaved to ,the job to be 'earned. Remembering' the average
persontan assimilate only 3-6 simple instructions at a time before
becoming4confused. . __. .

,
,,. Using Sample # review with the group one real application of a time-

table. .
..

TASK ANALYSIS

t
_

Sketch out Task Analysis form on hlackboard.and explain to group about .

the labels use at the top of each column.

I
,o Maior Steps

(What did I do?)

key_ Points

(How did I do ,it ?)

To explein,the mechanic's or the Task Analysis the instruct r can use
the operation of opening a door. Do the analysis on oard with
the group helping determine which are major stepLand which are key
points. Usequestion. This following. sketch could be used.

Ma or Ste s. Ke Points

(What did I do?)

l.- Grasp knob
2. -Turn knob

3. Open door

* 113 is safety factor which should
.

INSTRUCTOR'S GUIDE ONLY

-(How did I do'it?)

1. With hand
2. Twisting motion
3. Watch for metal

burrs*, don't cut
your hand

4. Pull open

low .the point it is applicable

Point out that the, Task Analysis is only an outline or guide fOr the
qnstructoT to use when-i-eaching the learner. IT IS NOT A SET OF WRITTEN4...
INSTRUCTIONS FOR THE LEARNF,R'TO USE: It dOes not matter'if the learner
sees the analysis as the.instructor.shobld edtOr bick to the analysis
from time to time,14but it isn't written for the

62
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TO INSTRUCT

'a

When the discussion is completed use the'flann;llt board presentation To
. Instruct materials to finish the flannel board presentation,started
earlier and to explain columns on the blackboard, ;(See Figure #4)

I

PREPARE

TO LEARN _

Motivation
we

Unddtstanding

Participation

Applica;ion

TO INSTRUCT

PrepaYe

Present

Try Out ,

4D
Fallow-up

Column ;Via labeled Preparing the Individual-to Get Ready to Learn.

-

PRESENT

Column /12 is labeled Presenting all c.he Major Steps and Key Points in --
Job to be Learned:

40.
TRY OUT

Column //3 Try Out lets the iddividual-parEicipate
in_doing;_the job.

FOLLOW-UP

Column #4 FOLLOW'-np'builds self-confidence in the individual and also
. , allows the supervisor to check backfrom time. to time-for giving help

110, -.if needs..
,,,'

To summarize the training and the technique,,form aqist of the things
that should be done. The list might look like this:

..... 'r r

r

1. Pat him 1. Told him ' 1: He did it. 1. oYou left
at ease. step by 2. Ybu the room.

2. Nola him step. a corrected 2. praised
about 2. Explained his

. him.
-"company. clearly. mistake. 3. Told

3. Found out`: 3. Did it where
what he again. to get
knew by

help.
askirig A

.

about ,

?ask. .

o
.

Review briefly the importance of proper planning ih getting ready to -
instruct.

Leave ten or fifteen minutes after the review to summarize all of the
supervl.soryttraining and -what you have learned. Ask,questiona ot the'

,,,-,,,Z$4;P...-.1VA,2,1,-,-1 It 3
4 r

4

fr3
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group to be sure that ttey have also learned ,heconiept and wai-it isthat they must do to take part in the hiring and trainingiof mildlyretarded and restored emotionally disturbed with some degree of success.
) Close session by handing out completion certificates and thank the"supervisors for attending.

1

.1*

44,4

___

Q,K+
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Akpendix N

Co-workers are an important part of theFederal MaKpower programs.
Theymist therefore be looked upon as,a part of the gigantic wheel that
makes the project work.

ir
la. - PROJECT SKILL WHEEL

es

. Because of your imp rtance, _the Project Skill program is providing you
with the basit'know edge of the program.

f

-

a

MI%

WOO
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CLIMATE
.., :

.

. -.

I wou).&,liki-you to consider the word":climate."' What -does this mean
to yoti? (Write responses on blackboard.).

Appendix 0

-POssible responses are:
--

1.

2.

3:

, 4.

weather

loeation

atmosphere.

working surroundings

414

.

Make i laundry list on the blackboard. When the responses end turn to
the group and ask for two volunteers. After two have volunteered, qsk
them to leave the room,for a few minutes.

,

After they are out of the room tell the rest of -the group that climate
is tht relationships between'employes and the surrounding conditions
fouhd;qn-their work area. Climate can be tither positive"or negative.
To illusttate this we. will attempt to develop a false climatic situation,

,A The iristeuctor should say, "I am going to ask the two volunteers to comeinto room one at a time. Iwill then ask each to driti a flower grow-ing a flower pot on the blackboard. I'clon't know that either person
is an:artist or can draw."

P

POSITIVE CLIMATE

'Now Oen the first person comes/in I want you to create a positive
climate. Praise the flower o'r eheyot or the technique used Ionything
to made the person feel good:' Be Careful to sound sincere." /,.

NEGATII.T.C6MATE,
1 --

"After the first person has, Completed I.will Call/ in the second. Then .

I want you to help create 'a negative climate. Criticize or degrade _. ,.-- .

the drawidg as'you t;y to cause the person . to show a reaction:" (At
this point the-instructor should be'caveful not to let the group cause

.any real personal injury to the volunteer.)
w.,..-

.

.
.

.. ...."1 can't participate in this project6ecause it Apst look spontaneous.
Are there' any questions?"

,.111
. ..

. !
..- .

.

. .v
. Call first person in, hand him ctalk"and eraser, and ask him to draw a
floweg7pot%-and,flower,on the blaCkboard.

' -

. ,

0If th4-grOop-ii-Siow iii starting to create the climate, you- can stimulate :-
diseunsion.., hy askIng.- "Hawn does t e noupjeelnabotitthis-drawing?". , . , . .

1 0 .. -- I
. Call the second, person &n and fop at- the instructions to him.

S

4

49
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When the second pecsoncomplet:Z)his
work, thank both participants fortheir work. a.

Ask the first volunteer about his reactioncto thegroup.' When hehas'answered ask the other volunteer about his reaction'to the group. Explainfor the benefit of the two volunteers that climate is also attitude in ,the work area. It is not only a supuvisory responsibifity but a definite,advantage to us to maintain a positive working climate. 41k
APMbst new employes will come to us wi441 a feeling of apprehension O7>gsessa degree of negative feeling based on fear and a desire to do. well in a newsituation. The Supervisor'as an instructor must maintain a positive climatein the work area, trying to erase this

negative feeling and build a positivereaction in' the new employe toward the.job. We have covered many areas toillu.strate individual differences, and used the projects to help emphasizethese differences.

We found that people with varfpg backgrounds and experience react differ-'etly.to new work experiences was shown by using the triangle project.0

9

".;

A
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WHAT ara-HE,st (WORD,11EFINITIONS)

For still another illustration please take a'sheet of'blank paper and
down the left margiWwrite the numbers 1 through 5.

Everybody ready? (Pronounce vfords,clearly-but do not spell t ewordt.)

(After last word go to blackboard and write the words across t e top'
edge. Down left edge write a number in sequence for -each-part _4a/it '
in the group.) Call on first person and ask hip to tell-youhis sponse
to each yord pronounced. Continue until you have recorded the responses

for each person in group. .

Ts, .

Appendix P

BLACKBOARD-LAYOUT

wjire Doll Tight Dog

Move Fast Girl Drunk,Hose House
Stocking Water Toy 'Loose Pet

,

Water Truck
Basel:10_11

Run

Draw the supervisoe's attention to the responses on the blackboard, and
developrthe differences in semantics. Explain that this was'an exercise
in word definition based on the learning the individual hat gained from
his experiences. The'same word does not necessarily mean the same to each
person. Explain that it is very possiblethat the learner you are instructing
could respond to your job explanation in much the Sameway.he qutstion
tb keep in mind is does he understandyou? Is your job jargon foreign tea
hiM7

,110'

104
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Project Skill Proposal to Use Pers-27.03(1)

Appendix.14

General Training Plan

a
(a) Tasks: Tasks to.learn are those listed in standard Position Descrip-

tio;s as elaborated in the specific training plan submitted to the
Bureau of Personnel by Project Skill.

(b) -Training, safety, supervision: Training in task performance. will be
don4 ordinarily by the first li.ie supervisor. If preliminAry'o
ancillary training is necessary, Project Skill will arrange it.
Training for supervisors, and -co-workers when appropriate., will be
conducted by ProAct Skill staff to provide orientation to the

:.v-,-.:progFali and sfecific topics regarditg trainee learning and adaptationto the Work environment.

SafAty practice 'willwill be ordinarily discussed with the trainee by 'the first line supervisor, and the trainee wilt pareicipar-e in any
regularly scheduledjrqgrams. Ifspecial precautfons are necessary,Project Skill will'provide

appropziate information to the supervisor..

#
Supervision will be done bY the first line superviSor. Supportive4
services such as counseling will be provided or arranged for by
Project Skill. Written and oralNreportson training progress will
be cnitfated-by the supervisor and discussed with the trainee an&
Project Skill.

(c) Defini4ions.of disability: Project Skill accepts certifiOltions of
:Tersons af.i mentally retarded (usually mild ro4ardation.) fsr emotion-
allyqis,turbed/handicappld. These certifications are usually received
irom the Std;- Division

o1Vocational Rehabilitation counselors
although counselors,special education teachers, or psychologists
fromdther;agencies may also certify: Supportinvyst ,and/of inter-, , viewer Uppressions are.rdquir@d.

Essential abililies.of trainees are the.ability to 1) do or learn
required tasks,. and 2) adj.uSt to work environment within the ,training
period. Abilities of the trainee tine appropriate to.the jobrequire-
ments and work setting.

,

3
(d) Fupding source for appointee pay)supervision,and overhead: .EmployingUnit. .P.roject Skill pu/ides selection, trainee supportive services,

e:g.counseling, and consultation -with,employing unit staff'
4.

. r
.

.

(e) Proposed processes for identification andaair selection of=appointees:.

YCP

Job wino ncemervs will be initiated'by ProjC-c't Skill and approved by - :the as gned Employment Specialist in the,Bug.eatt of Personnel.' ProjeCtSkill ill- dif-otribute announcements to selected referral source'-'suchas Division of Vocational
Rehabilitation, rehabilitation laeili,ties,menCl healtb.centers and special edocationdep'artments.

Screening,,.,, interviews will be held. Oral examinations/evaluations, and perforM:4k ance tests where appropriate, will be administered by Project Skilkstaff and, occasionally, employing unit staff Aategory'cereliicaelon,

1
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till be used. Final interviews will be conducted by employing unitstaff-supervisOrs. The complete process will be coordinAed' withinBUreau'of'Personnel procedures.

(f) Length of employ_ nt: Training, -and probation at objective level,will be--followed by permanent statuaillsatisfactOry progress hasbeen achieved. The employer, afterlRiKussion with trainee andProject Skill staff; has the opt -ion to terminate employes if progressdoes not occur satdsfactorily.

,
p

it

4

o-er.
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TRAINING AND EMPLOYMENT AGRI; EMI:NT --
v3-$,E11

PARTIES TO THE TRAINING AGREEMENT

Appendix R
- STATE- 01, ,1%1:0:1SIN

Wtscort on Slots Cepor 'men! of .

Entural t;CccurCeS
1e7:fEio;;TT;f70;,--

ClPrt: 2 - Trlince-Project Skill

0,vieion of
.Services uffice Cervices

--

TRAINING CONDtLIONS,

t

.

TRAINER

TRAiNEE

The Troiner ogrces to hire'-ond troin the Troincc to quolify him lot the objective level clossificoticin. The Troinciill
will be poid ond ockonced in occordonce with succe,ssfur completion of the troining program segments on the following

Hourly
frailhly Salary

schedule.
Effective Pay Period

l'-er 15 19761 _
,

Weeks of Teri:v(1,41
C omens nc nnett

6 r.cnths .850

..- ,
After the effective dote of thlk rcogorneni, poy rotes itstdother Troinee benefits are to accrue ond be oclju' sted in occordonce
with outhorized legislotive or-administrotive rule chonges.

-:. /

017101

Upon certificotion of successful completion by the Trainer, the Troinee will commence a six months probotionory period
of the objective level salary. Upon successful compiletion of the piabolionary period ond thereoftei regular pay adjust
ments shot! be 'node in accordonce with the ou'lhorized poy schedule.

Upon completion of the probotionory period the Troiner sboll complete the ncessory reports and cortificotions such os
the Troinee Ouol.ificotion Report (AD-PE-OP-3)

Continucd np!uyoicnt of the Troinee is contiog.nt upon the Trainel,:s sot oslcmtai y 1 :rf .rii,onc:e during t!lc tinining and
probotionory periods, ond the Troiner may, !' efose the exprotion of either of .11,e ofoioc:nttoned p?riods either e;.t,:nd or
terminate the ^,--..-1"yrrient. After-the completion of the probotibnory period termination by the Ttom:.'r may he effected

'only for proper and lowful reosone (in o,:cordence with the then ex;sting r,ries -Indregulotions). The Trainee, upon
!completion of the: troining pogrom, must have completed all phases cif the instruction described kelow ond be copoble
of'p,rforrning "the following tasks...* t e

REQUIRE() INSTRUCTION AND TASK PERFORMANCE

. ......1
4-7,z/lfp--,.. e)v s'e),,Q 77e/Vez, f"----,e6.41: 2270 s, y-c. Z 4 el,s- j-,..

,

,,,...

4/ / /4/..5 -6?-.9r-,-/,5 iif-91'y 6!-.z/-4?/_) 7-0 7771:_ve,

) - -
A

t ,
,

') .1,:, itlier pasty to this n.)tnen:nt moy dissolve ?hi* agreement by notice in,writingi per,sopolly upon the other, slating
t',1;rein the reo,on 'for such dissolution ond the effective dote of terminotion.

SIGNATURES e. '. _ _. _ . . _. _

/ /
AA iH

RA it: r E DATE

jl/ c() :1/./ j ?:1-1.-C:1411--1--1. /7 76' 16. ,DE PAN WENT - -
..

,.--"e",/.Y7........4.>":4,,..L _DATE ---- ?/ 7 : / t5'- 2...--,
BUREAU OF PEPSONNEI
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Project Skill TRAINING GROGRAM

Appendix S

Clerk 2 - Trainee
Dept. of Natural Resources

Duration: ,Up to six months. Movement' to the objective level (Probation). -
or termination - will be initiated by the employing unit, after discussion ..,with the trainee and the Project_Skill'trainer. Advancement to Piobation
can only -occur after the minimum training and experience requirements'are
met.

. .

. .

1
.

---7- .,-- '
Salary: Start between $2.856 and $2.971 per hour depending on prior
pertinent experience.

.

Supervision: 'Clerk 3 - SupervisOr-. Pro'jec Skill will provide or arrange
for supportive services as needed.

/ Progress ratings - evaluation: 'Periodic evaluation of the trainee's-prdgresswill be an integral part of the program. The immediate supe visor will informthe tgainee of his or her grogress at regular intervals. Co flee of ratings
(fraining Record) will be.forwarded to Project Skill:

Suggested schedule:- Weekly reports the first month. Bi-weekly.reports for
the balance of the training program.' ,

Orientation: PersOnnel policies; tour of the physical setting; apprqpriate
, safety practices; work rules; introduction to personnel will be part of the

trainee's orientation provided by the employing unit.
.

Instruction: The' trainee will be instructed in performing the following
tasks by the supervisor. The length of time in training for each task will
dePend on the trainee's rate of learning and'supervisorY;judgment as to
when proficiency is reached.

st. Tasks:

()pelt sor.t mail

Operate duplicator, collator make minor, machine adjustments, clean machines

'Type vouchers

Run addressograph; keep accurate tiles

Deliver material t

o
Schedule ears

Provide form,: from '!-,toCkroom

'Ocher duties as assigned

4
. Y 72
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SOUTHERN WISCONSIN COLONY

HOUSEKErPING DEPARTMENT

HOOSEKEEPIN6 94SIC TRAINING

INSTRUCTOR'S GUIDE

Deyeloped by T.M.McCarthy to assist .

Custodial Supervisors in the training
of ni erNproyes assigned to their '

areas.

1973

Revisions August 1974 & ,

'I
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SOUTHERN WISCOUSIN COLONY AND TRAINING SCHOOL
Union Grove, Wisconsin '

CHECKLIST FOR INDUCTION AND ORIENTATION OF THE NEW EMPLOYES'

The.new employe needs to receive the following information andguidance:

Who his supervisor is (Complete "Notificatidn of Supervisor Grieva7ice Handling",
SWC Form No. 311 MS). . P

Who can he go to for help when he cannot find his supervisor".

_What department and service does he work in.

Review enclosed job description.

How his work fits into tile Aotal operation of his department.

Where he does his work.

When he does hjs,work (stai.ting and quItting time, coffee breaks, lunch periods. etc.).
4

How he does his works (Standards, probationary oeriod and implications).

Discussion of _Department of Health and Social Services work rules, WSEA Contract
Bulletins G 1-3, J-2 and K-I, and discipline procedu're.
Whbt-clothing and equipment are appropriate.

`Where facilities are located (lunch rooms, rest rooms, vending machine, smoking
rooms, cafeteria and lunch bar)-.

What parking facilities are ovailable.

Who ,(and how) to call if ayroblemdemelops and, employe is going to be' absent or late.
(complete "PrIocedure for Reporting Sick Leave Absence," SWC Form 314 MS):

_When will the new employe receive his first check (Review WSEA Contract Administration
Bulletin M-1.

Answers to questions daveloped'by new,employe..

; What safety practices and equrpMent should the new employ beaware of (Review State
Of WiSconsin Safety Handbook.

4
,

DisCussion of emergency procedure (A copy is enclosed).

boards, Daily AdministrativelBulletins.

Phone Calls.

4 ,-
Keys

ne.

Check List Prepared it,1,1c4.14

104Supervisor,
Check list Discussed with ,-bate

EVoye

SWC Form 343 MS

- 67
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HopswEPJUG Z

"HOUSEKEEPING TRAINEE

. All questions are either TRUE or FALSE,--i t is the purpose .of this quiz tode termi ne i n what areas. training is most needed and this will notaffect any evalution
or ,performonce report.--

Circle theT if the statenient is true, Fi if the statement is false.

111. T F Cle'ani.ng solutions are. easily mixed, and
generous propOrtions make cleaning.east'''.

sr I
--2 T F To clean a large area, it is netessary to move all of the furniture out ofthe area.

3. T F The following are kno%:in as germicidal
detergents: IPH, A33, 4TOR, VESPHENE.

14.
T F In - use dilution ratios are not used in general

housekeeping procedures.
5. T F Toilet howl 'cleaner is most effecttve when the boiil if full, of "water.

.6. T F It may not be necessary to wear rubber gloves when cleaning toilet ,bowls.with chemical cleaners.

7. T F Toilet boWl c leaners can be:_usdd on chrome finishes and will hi ghly polishchrome.

8. T .F Ammonia is harmful to all surfaces except glass and should not be usedas a cleaner.

9. T. F P \Idered cleanser can be used to pol ish all
surfaces tricluding_sta6iless

10. T .F As long as you are in you area, it is not necessary to lock your Janitordoset.

11. ;1. F Mien damp mopping you should always start next to.the basebOartl and workacross the floor.' r
440.,

vacuum.-cleaKenar-i-e-ed- to be Cleaned.only,;onde per
13. T F If one of the residents of Atte Colony gCti in vour way. you -could. loCk----hitr or, her in art--eadjoining room until you are finished. .
14. F YOu may never put your hands into a waste basket to remove trash.

.Jor15. T F Workiii6 forward is the hest way to machine scrub 'floors.
16. T F 'Always clean all of the equipment that you used today, before leaving for.the

I

day.
'C

7u ,*
- 68 -,



4

11D

.of

SOUTHERN VIirONSIN

HOUSEKEEPING ASIC TRAINING

, YUREE twf COURSE -.24 HOURS

4

THIRD DAY

TOPIC: .PRACTICAL APPLICATION of METHODS, in'ARE) CLEANING

This is the final test for--knowledge -gained, through the training _period.Ithis is. an 8 hour elcfnent of the trairiing program)

r ,. . .Each trainee will be assigned to and be responsible for a large areaconsisting of one restroom with two showers or bathtubs, an .officet-thiCh wi 11 .be complete with all -necessoy fur ni turn, 1000. squore feetOioof corridor,

The trainee will be responsible for the complete cleaning of the aboveareas,, he or she will be instructed' to use all of the elements'learnedduring the course of training.

(his
°' The training supery or will 'inspect the cleaned areas and make an-revaluation recordc, f'flis findings on the permanent form-for each trainee.

Upon cdmpletion of the evaluations the supervisor will present certificatesthe trainees who have sucessft.illy completed all. their assignments.
The training supervisor will make an .attempt to take each trainee to'' thearea which he or she*will' he assigned, introduce the employee to the areaforman and help 'the employee to settle into the'area._

5

tl
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Project. SkiIJ

Appendix U

. ,

TRAINING RECORD* Clerk 2 - Trainee
Dept. of Natural Resources

(Reporting Period)

"It

--(Last name)- (First) (Initial)

Tasks
Ratin.s

...-

Comm-entsQuality Speed-

Mail .

,
t .

-

_

,e.

.
.

.

DupliCaLoz
.4.---

.

. ,

Collator

.

, ,

TTypewriter
.

. \
. .

.

.

Addresiograph k

Delivery .

. . _
v

,
-

Scheduling .

.

,

.

.

.

.

.

SLockrooT , ,.:.:,

.

-,

_
..

ir , ..--, --

Other:

-,-. ,

.

- ---

.

......t...

t.

----

*See Training iTogram Cote
: T

ic

o Rptiug
Code':

- Exceptional

2 - Above Average

5 Unsatisfactory

7

-70-

s

3 - Average,

.

.4 = BelpAverage

e

444-,

Dli : SST t (17



e

rRo 11.c SEUL],

MIKE'S NA}11

To :NINO RICO I)

(.111411CM!

.1013 AtEIAT,.1) t MA` 11 S

!III 11 I t

11\A ltendiincr
Reasons ) Abientk

,

. -,
0-

L.

IN e ( ....

..

....

1
.

.-.1

"1'.

.

/,
.. .

x'..

,

.

-......--

Al tendance
. - ,

___....9.

.
a

Atleodamee
., ,, ,..... -

'

Pune tua I i t y
t

.

.

_,- ______

-
414

.

Interest
s

Co-Worker
Re 1 a t. i mill i p -

.

.,

. . ,

'

Sliver v i col.
Re 1 a t ionsli ij)

..

1

. .

. .

.

. .

-,

,

Sa1-y
_______

.

S t rug thl

Endurance
-

.
.

Gnr....,
Qi- e

. -

.

Acceptable
-

Needs Improvement

.

.

Otter 0,ist ):
ti 5

..- ..-- ... _,-

. _

Rating

TrAinee',- Signature N) RA Let s gnature

Title

. .. .._. .._ .---.-
1 I, xce 1 I eo t.- 3 Average 1'..itploy ing Ifni t

:,. ,..-
........

2 Above -A-ve rage. 4 . lie low Ave*.tge
- .

I

--...

-..,-

0

-3,

:-.,. 5 ,, nsattsCac tory - 7l
TIP! Pc.'., A/Rl'A- .
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to Rating Code

Iv 0 4"

4 -Wpendix V

TRAINING

1 t5c9ellentQuality: 'A
standard.of performance'weIreyond-the average;.enieritorious.

1 Excellent Speed: Rapid, well-paced performance while maintainingacceptable quality'standardsj

4

2 Above Average uality: Performanc, which generally meets better ;banaverage Standards,
,

,,

2 Above Average Speed: Effectlive performance somewhat faster and betterpaced than average while. maintaining acceptable standards-. .

3 Average Quality: Performance which meets acceptable standards.

3 Average Speed: Pace which meets usual time utandards-of the job;

'
"- \4 Below Average quality: 'PerforMance which ofteR does not-Meet minimumacceptable standards. -- '' - .g en

4 Below Average Speed: Pace which' does not complete tasks within the usual-allotted time, or is erratic to the extent that meeting the schedule issomewhat difficult.

S Unsatisfactory Quality:, Performance which frequen tly is well belowminimally acceptable Standards.

5 Unsatisfactbry Speed: Pace which is so
cannot be maintained.

(Probation is the next goal'for the traineev-thereforeth
e-sdOerVis9xencouraged,,tp use ..standerds---:of

perforiliance expected from, satisfactoryProbationers in evaluating Trainee progress. In other words, an Averageraiing for a :Trainee means he or she is equivalent to a satisfactory oraverage Probationer.)'

slow or erratic. that schedule

- 72' -


